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' _FOREWORD .~ . -

- This"handbook was first published, in mul. - o,

+ tilithed form, In 1965 for the guidance of staff mem- L

S bers of the Daily Trojan and of students in writing + .- e

and editing classes in the School of Journahsm. A .

A revised second edition, in the present format, ' Lo

*  was published in 19%0. Valuablg advice and ¢riti- - e

’ ~* clsm Jn preparing this third\edition was con- - : .
oo tributedbythree senior editorsbfthe Daily Trojan, -
* BernardBeck, Richard Wisemai, and Peter Wong. -

This edition was published tor the School of Jour-
" . nalism by the University of Southern Californja
: .. Press undér the direction of Clarence N. Ander- .
. son, university editor; I . .
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( June 1972 |
. * ‘Reprinted December 1978 . s
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y ~For anyohe serléusly ' worktﬁe equally lmpo{tan(, and
. interested JAp publications or-" sometimes more so. Every year .
- informational work of any kind, ' “ we have good writers who get
i - * “working on the Daily Trojon..l’naye ’ nowhere-on the Daily Trojan ‘
.easlly be the most valuabley , ' because they have not eXerted “-
, " experience of his hnlverz_lty . thiemseives to find outwhat- . %,
. career. There is no ptepara ion <. * makes things tick, and to ma)?e ~
. for journalism that compares™ themsélves as usem?asposslbl; '
. with actual publication ofa - - ° Staff members who show ,,
. newspapetl, Students in the potentialrare deliberately .-
»-School ‘of Journallsm are for- » pshifted from one assignment to. *
tunate to Be able to benefitfrom - -« another with {he object of
aparrangement under which. gfooming them for bigger things
work on the Daily Trojan Is avail- &~ andatthesametimegivingthem. |
_ . able in connectlon with writing - - an opportunity to prpve them-
e and editing classes. - '.‘ selves. ~ / .
LI . i-'«. ;( PR N .. o [
N Advancement - Ehgnblhty ST s
There aré about a dozen W :

salaried positions:op the Daily
) Trdjan The experience and the
prestlge to be gainad from, these
osltlons are more Important
than the ‘money, however,
“Advancerngnt comes to those .
who show Initiative and interest. ¢
- Itis not enough Just to report for °
. lab sessions; thete Is too mug\
.} tolearn. Staff members whoy
tnteer thelr sérvices on da
besides those when tiey are
required to work arg the ones

-

. llkeliest o advance. £

Intelhgence and writing ablt

lty are great helps, but they are

. ‘ndt enough by themselves. Inter-
R 'est energy, and willingness to

Membershlp on the stal‘f is

- opén to any regularly entolled
student. It is not necessary to be

a major-in any journgfism Se.

" quence, noy even foake any

. . journalisni cqurses In practice,. -

however, nearly all staff mgm-
+ bers are enro}led in journa]lsm
: coutses,

% ; Students wlth ambitions to

cannot starbwork onthestafftoo
soon. It is not necessary to walt

until enrolling in a reporting
class to join the staff: fre chmén
,are Invited to sign up 4o

N

advance on the Daily Trojan or '
« td make careers in journalism .

once, .
‘Similarly, reporters who asplre

»



to idvance should seek expert- -

" enceln copyreading and ifwork

, - at the Unlversity,Press, where

- . composition and pagé makeup
‘.3 are dgne, without waiting until
they are-enrolled in the

'« copyreading class (Journallsm
\"'. 4 207, .

.

l‘ ot

St Altbough the advlser to the

Daﬂy Trojan works closely with *

the staff, his role extends to
technical matters alone—writ-
Ing, editing, headlines, and

R

-\ makeup. There is no. censorship
Lt _ ofthe content ofﬁleDailmiJam
e - by anyone, raculty or otherwise. ’

. The decisions on what is to be
.+ printed, both news and @ditori-
" als, rest with the editor and the
: ‘staff mambers’to whom the
©«  edltor,delegates this authority.

> The labdratory sessions age,_ -

carried on under. the direct
N\supervlslon of the'student.
gsHtors. Close’ conthct with them®
s maintained by the faculty con-
cerned, however, to judge the
quality of work being dpne by
. each stud tsothatltmayﬂgure
into the ¢ urse gYade

- © .

-\ -

a ‘Discilpline *

" The authority of the editor a‘ndf

o his subordinates is final. Argu-

., ing with the decisions of the
, editors ganriot be tolerated, nor

can insubordipation. Staff mem.

, bers damage their chances for

promotion by acquiring reputa-

tions for being argumentative

and uncooperative. No one-can

* give orders who has not f:rst
learned to take them :

Censorshlp ‘ S

K

_tage all throu

" positions, Sometimes they think *

Qoopgratloh S e

-\ Améng the qualities essential

to advapcement on the Daily
Trojan is thie ability to ge} aloig -

~with gedble. Beginners shoutd

.show a willingness ¥ learn,to . .
také1gstruction, and to follow ,
orders, By the same token, staff
mémbaers who use thelr first po- -
siflons of supervision or respon-

. s8ibility to be dictatorial or’

unreasonable are unlikely fo go

any farther. Teamwork fs4s &
essential here'as it {s In qny
cooperative activity. *Arguing, - v
defiance,.and insubordination B

< onlyhinderthejobot‘gettlngout .

the paper, and increasSe the
chances of,error. {n learning to
work harmonlously with others,
staff members have the oppor- -

+ tunity to acquirg a faculty that

will seive them to.great advan.
life, no matter
hat vocatlon they pursue—and
his ability oft¢n is more impot.-

tanttoadvancementthantalent Vs

Many of the new reporters
cach semester are former high "~
school and juniot college
editors. They do not alwaysnl‘rd
iteaSytoadjusttosuddenly
ing themselvés irl subdrdinate ° =

&

lhey know more than the editors

“ theéy. are assigned to work for,

and sometimes they may be
_nght. But oVeryone must prove -
"himsélffrorh sctatch onthe Daily

" Trojan.{Taking a high-handed or
,,su;)erior attitude is no way to

make a good lmpresslon asa,
beginner, no matter how much’
ene knows, ,

’I’he‘ Daily Trojan’,g Job -
. Staff mémbers of the Daily

. Trojan should keep in mihd that' -

the pewspapér serves several

N
)



- imiiortant mnqlldnb. First, it is ' admlnlstratlon has shown no .

. thechlefmediumoftommunica- signs of a desire to squeld‘n or
tion for the university commu- even hobble (3 illclsm v
“nity, and as such itis cohsidered ¢ -
important tnough so that it con- - N '
tinues to";;ubl:lsh du:h:,g thg Responsibility'
summer, though on a reduce
basis, when the population on  But with freedom must comé - .
tampus is relativelysmail, And, . '"p°"‘lb““y and falrness.
as algeady:pofnted out, it is the News stories that “contain erite
laboratory in which mtumjour. v °;sm§ :f ‘so‘&m‘e p‘er' on o: t:ctlvl‘t‘{

should alsd luclude a stateme
nfll,llits learn a.nd practice thelr ofthe other gide of the question.
5 Y N ' * Talk with a.spokesman for the
. ' e . actlvity crltlcized and get HIS

Standards of Pubhcat;on "+ _version of the matter before
" We cannot exercise too m‘uch , . rushingintg print. (:Qllege jour-
care In doing as good a jeb as ' - nalisls’ *sometimes go “off halﬂ‘
possible Misspelled names and °°kqd Controversial questions

do not necessarily ‘have two.
‘words and l‘actual errors reflect * 2
discredit on the whole staff,and - s:;!es °f;°&they bavciabsieveral
. tend to make the paper an object ( , ysldes, and the responsible jour-
of mistrust and even ridicule. \:HSt givesthem-all a fair Rear-
. Coltege dailiestend to be judged . g ertersofedttorials and col-

a

- by their readéry by muth the “r"l}":t 7*“; 2}8& e:;: evsa;y

- same standards‘applied to pro- . ;L‘L SlDESorf heel vl?sl n
~ fessionally-produced papers, of the issue being

- ;veven though they are being pro- - dlscussedn The writer may come
duced by'stadents. In a way, this v *to ei(her an adverse or-a com-

- is not falr, But staff members -~ endatory conclusion, but his
should And do usually regard edltq;lal will be. lgo;tte; ba:; -
this as a great challenge. The anced, more ccims fereh ain .

- fact-is that the typical college . more persuas ve for having

- _ ddily in this _country'is technl- ‘“gﬁ:}:c‘?“m of the Opposlng
' cally soperior o the average. «  Of n
[ pl:_ofessl'onal da“y. but this l.S .. The editor shopld take great

' ‘ - painstofalrly refléct community

. :?:: l&g't:ht;rzﬁanb:: : d?zt{ntl;xsg o ‘opinion by publishing letters to

BEST newspapers. . the editor. A§peclal effort must -

The Daily Tro;an staff has a ’ be madg to give a hearing t°.

" "responsibility to reflect credit’ readers who are critical of newr,
P, 4 : A . stories, who djsagreé with

*  “on the university. This can be int h

4 - done In many ways. First, by + editorials, or who point out fac.

»* being ag careful and aécurate tual errogs. -,

* and as technically competent as ., v
possiple.Next, by practicing . * )
"+ RESPONSIBLE ;ournallsm. The Edltonals
_ duty to reflect credit on the unl- L No edntoaial should be based.
, versitydoesnotmeanabstaining | on a éampus davelopment that,
from criticism. Criticism can be . has not been reported In the
useful and constructive, and the »news columns. To do oth?rwlse

Y



“In erf‘ect makes ihe edltorial col-
umn the vehicle of reporting,
and that is not s function; its
functign Is analysis, comment,’

and opinion. An editorial may,
of course, ‘appear simultane-
.ously with a news story on which

it eomments.}{

. Publicizing E\'fents

,Although it-ig the duty of the
_ Daily Trofan to put;llche evants,

"~ "onthe campus, this rhust not be
done at the expense of news -

values. There have been times,
*'fot edample, when unimportant
events weré publiclized with dis-
* proportionate djsplay head-
"+ lines, which left nowhere\to go
when ari event of the first Impor-

tance came alpng. Headlines -

and play should be assigned on
:the basis of rejative interest and
importance. Editors should alse -

B .guard aghinst overplaying,

advance announcemenis of

“events by runnipg similar °

- stories ddy after day. This bores
.the reader, detracts from the
space avaﬂable“fcr new news,
.and jn fict defeats the purpose
'ofpubllcizing the event.It ténds
to, make the Daily Trojan a dull

paper.
“If an advange announcement .
_is to.be vepeated at any length,

"It should not slmplx be’ a rear-,
rangement of facts previously
preseated to the reader. The

. ‘succeeding story should. have a

..new angle dnd preferably a
whole new approach, Repetition
éfinformation in muchithe same |
form makes a newspaper takeon
much the’ same character as a*
wastebasket, and tends o
arouse about assmuch integest i
the reader. The city edi(or i‘z

-particular should be alert fo

Y
‘.

yhat has run, in what form, and
at whiat length, to prevent undue

. repemion

&

Wri'ting to Size -

InMead of hssignlng a story to

be written to a given length so
' (hat{it will fill a spare of given .

size

it js better to glve the story
wha

Itdeserves, and have ready -

- enough short (two-paragraph or
. soy storles to plug holes. When'

a story has to De $xpanded two
or tirpee inches to fill out a hole i
in the duenmy, padding and loss
of i#fiterest result, Shorls
selected for page one should, of
course, be,somethlngorlnterest

" Brief rewrites of News Bureau
handouts may serve this pur-

pose N S

5
’

s

Good Housekeeping

The city editor and the news

etlitor areresponsible for s2eing

that the city room arid the

copyreading room are kept in a
reasonable state of order. Files.
sho ld be returned to their
pladés after  they are used.

> Papers and debris of any kind

«should not be allowed to.
‘accumulate on desk.or table
tops. Trays;and dishes shojld be

~ returned to the Grill. Thy copy-

desk should be ¢leared off when'
staff or class members leave lhe
;oom

-

[

Keeping Posted

It is essential that every

‘member of the staff READ

CAREFULLY through the Datly

- Trojan every day. This Is a pro-*

-

<
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}t‘e‘sslonal responslbi!lty There '~
.= is no'other way lo acqulre the Y
* .nformation‘necessary to write
_ and edit the news lntelltgently

as it develops from ddy to day.

It is a primary respornsibility
of the clty editor to keep a
datebook in which future évents
are noted, so thatvadvance

notices and coverage may be‘ ,

givén'in an orderly manner.

Scrupulous care in making '

< entries in the datebook will save

* ‘wasted én‘ort and confusion.

.

Staff members should also .

“read carefully the critighl com-
ments on the content of thte Daily
Trajan that §ie postedon the city

room bulletin board. This is one -

* of our principal means of what:

industry calls quality control. In
this way staff me'nBers become
aware of vur ertors apd short.
com!ngs so that they may be
~ avoldéd in the future, to the end
of steadily improving the news-
paper. Attention to these
critiques is a required part of
the instruction in the reporting

- and news editing cdurses.

Every staff member Is
required to master, as soon as
posslble, the Stylebook that con-

stitutes the last part of this book..

.

R'eader Comes Fi‘rst' ‘

This booklet 1sa compengdiuim
of suggestions prompted by the

o

a
.

problems that-inexperienced

reporters and copyreaders often -

. ‘encounter. It is bazed on recur- °

rent difficuities and is Inténded .
to help new staft memders avoid
_ them. Remember, however; that -
there are few, if any; ironclad.
rules governing newspapering,

" except the ond caNing for accu-.
. racy, factual and mechanical. It

rules get in the way of the clear-

est possible presentation—the -

forin that will get the idea atross
to the reader most effective-
ly ~— they can and must give
way. Thé best’ rule, perhaps, Is
“Learnthe rules,aothatyou may -

violate them' wisely.” The most-

important thing to remembéer
‘always is that we are working

FOR THE READER. Shorteuts

that make our own job easler are
to be avoided if they.interfére
with clarity and readablllty -
and ‘generally the shortéuts

common in journalistic.writing:
do ‘interfere. Put yourself
constantly, in your imagination,

in the place of the reader who
knows nothing about what. you
- are setting out to tell hin.

. Although. for onven{ence, the

material in the rest of this book-

. let has been classified under -

headlngs all staff members
should familiarize themselves

-~

‘with the whotle booklet as soon -

* aspossible. Much of the material
under “Reperting” is applicable

‘to copyreading, and vice versa.
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Reporters are e)epected to

* keep their ‘eyes and ears open

at all time§ \for story pos-

W sibillties. The competent repott-
© - "er does not passively walt for
‘assignments, but exercises

. Initiative and {magination to
- generate ideas for.stories on his
own. Reporters are advised,

_f‘,' . “however, to check first with the -,

~" city edltor before beginning
“work on a story that has not been
- assignad, to preventdupllcatIOn
of effort. There arelimitless pos-
sibilities for feature stories, for
¥ -example, intelling the hlstoryof
" . s6me campus feature or institu-
: -s' Ilon or tradition, or in deserib-
' )ng some activity (such as the

.

B *Caippus Police) and telling how '

At o‘perates

o Role of thg 'I'{ei)brler.‘, .

The reporter stands as an
: ~interpreter and explainer :

between the news source and
the reader. tThere is no excuse
* for bis.putting down in a story
» ~ some statement he does not
. ; undeYstand himself. Ifthe repor-
". ter does n'ot understand his own
writing, how can the Teader be

expected to make sense of it?
Ifthe reporter encguntersany
"thinginanintervieworihanews
release that is not completely
l:leﬂrto him, itis his‘résponslbll-

. Sy

’

¢

... REPORTING"

4

ity to ask the questions and get W

thginformation necessary to-
make it clear. -

“That's what my news source

~told me” ur “That's what it said

-in the release’is no excuse for - -

an incomprehensible statement
in a story. It indicates only that
the reporter has fallen down on
his jgb.

Before turntng ina story to the

' city desk, the writer shouldread

through it carefully to correct
errors and improve it as much
as possible. Reporters should

.also note-caréfully changes that

. have been mdde in their storles

" as they appear in print, with a.
- view to understanding the

réasons for the changes.

The assignment éf reporters to
beats offers opportunities for
the to demonstrate energy and
initiative. Report‘ers should be’”
certain they'become acquainted
with and at least occasionglly
see the heads of the activities to
which they are asgigned, even

‘though someone else may be

designated as the source of
information to be given out-The
news source must be visited
weekly In many instances,
reporters might begin with a féa-

ture storyabout\yhgtthe activity

does, how it is organized, its size,
its history, and whatever else
‘might be of interest &s a mgans
of introducing it to readers.
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. : Gathering Information

.

Tie competent.reporter asks
his news source questions about
every aspecl of the subject at

. hand, and returns with rfore

information than he will put in
* the story. This gives him the
background necessary to an
intelligible, rounded ‘accoult.”

and’imagination on' the part of
the'reporter; it 1s not just a mat;
ter of passively,serving as a.
receplacle or conduit for what-
ever facts the news source hap-
pep$ to think of. The reporter
.should pl’g_ce hiniself, in his
‘imagination, in the place of a
reader who hay L2 interested in
the subject but knows nothing .
about it. The good ‘reporter
- develops an intelligent intérest
In whatever suBjgct he is
assigned. to write about.
Young, réporters.. are. some-,

, times reluctant tg ask for expla-

hations of what they do not -
understand lest they should -
appear ignorant. The more
-experienced’the reborter, how-
ever,the more questions e asks.
It is seldom that news sourges

are notglad to explain. Itisobvi« - -

: ously much better forthe report:
>er to ask questions than to have

" an incomplete or puzzling story
appear in the paper. o
Litel - "

o T}lls‘lkis.a large subject, which

is explored in more appropriate
~detail in-journalism courses. *
These brief comments are
“injended dnly as a general warn-
‘ing. Do not assume that s{udent
newspapers and editors cannot
- be sued; they can dnd have been,
"Remember, t'oo,';hal the univer-

N

Gog;l.reporting takes initiative .

, L

. o

asity will also be held respopisi-
ble.The greatestgangersoflibel
in the stories that appear In the,
Daily Trojan have to/do with
reflections on a pergon’s abllity

. toperformhisjob,or on his men-

tal tompetence (usually done

" jokingly, but a serious matler

nonetheless). A few ydars ago
' the paper and the university
were threatened with suit by

doctors whom the paper had -

_ charged with tardy'attention to
astudent whodiedofa heart ail- ,
ment. This would have been dif-
ficuit to prove if true, but the
worst part about it wag that the'
paper had gone off half-cocked,
and the charge whs fiot true, as
the doctors were ‘able to show.

" Fortunately they settled for a
‘retfaction. . \

Great care sHould be exer-
cised in statements that imply
5 that a professor or anyone else

- is incompetent at his job, It fuay .

be true, but it is'damagiag and
often impossible to p:ove. The
paper is liable for what appears
in"a letter to the editor, even

thoygh the damayjing statement °.
' maybeone

ith which the paper .
disagrees: 1~ s
«* It is dlso very dangerous to
imply that s6meone does not.
- have full possession of his
* faculties, eveh if this is dofie as
a joke, or thai‘ he drinks or was
. »drunk on some occasion, or

" under the influence of mari- -
juana or drugs. The fact that we . -

.quote someone as making'a
libelous statement does not,,

place the resbonsibility on the * -

2 -person whomade the statement,
dfweprintit, we aré responsible,
and.may be‘sued’ Be wary of
ANY statement that tends to
expdse someone to scorn or

ridicule. Eveniftrue,such state-

ments may not be provable, and
. » . '

’
.
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" even if.both true and provable
‘they may still be in bad taste or
_cruel. Editorldl and other cgjii-

- e¢lsms of student offy,

like shoutd be aimed at the way

~ they perform their duties;
“ beware of critleiziny the person -

as an {ndividuak

L

> The fact that a statement is\

made in jest,no matter how
obvlously,.does not exempt it
fromi'the danger of libel. Making

* fun of people as individuals

requires very deft ha.ndling to

~** avoid both libel and bad taste: ,

y

"Ventyres Inte satire {n SoCal"
agatlne on occasion have
exhiblted incredible Qruelty
agalinst the defenseles
Editors who ar:}- doubt -
whether some statément they
are COnslderlng=bublishing may

be libelous should seek expert
advice on the matter. ©

Most, problems of libel, how- .
© ever, arise hot oyt of deliber-

ately critical statements but outs
of carelessness'with small facts, «
such as. names ahd jdentifica- .
wtions, op from' sloppy writing in
which Jtbe writer actually con-
_veys something different from
“what:he lntended S

Taste
I - A \

The appearance of four-letter :
words and occasionally of plc-
tures that offend traditional
standards of propriety has pre-
sented problems in the college .
press in recent’'years. The

“Unjversity of California had a

. committee of nationally known -
. neWspaper editors ’conduct a
. study of this practice 4n its cam-

puses. Serious questions of con-

‘tinuing support for school
_ papers have arisen at many.
" schools as the result of this kind

rs and .

’ (;f thing, and at Frasné su'pport
_for the college psper was with-

'~ '‘drawn. Ther2 have been some

+

difficuities here on this s¢
In these circumstancds, the

" School of Journalism and the .

-~

'
5,
\

1

3,

-

’

-
©

‘university administration are

caught in the middle between
the complaints dof outrageq, par-_

‘ents and alumni and the defense ’

. of press freedom for !‘he nows-

paper. It Is difficult to explain

.why astudent newfpaper should
be permiitted to print words thdt .
the young journalisfs know'they
“will not be allowed to use once
", they get jobs in the outside
world, since none but the so--
ctﬂled undefground papers pub- .
lish such languagé.

Before permjtting the publica-p

. tion of obscenities or; Yulgar-
ities, an editor would do well to
considerthe damagethat may be
done. Sérious consequences can .

follow from floutlng accepted -,

standards. For example, the

publicatlon of an indecent ple-
+ dure resulted.in the indictment

, of a UCLA editor on a charge of
, obsg\enity. .

T 4
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A reporter writmg a story is
required to type, at the upper

left-hand corner of the fitst -

page his own namé and thé
_phone number at wkich he can
"be:rgached in the evening. The
clty editor should turn bac .
*stories not carrying thxs infor-

« mation. - -~

Begin the story about a quar-

ter of the way down the first

page, to allow for notations at
the top. Triple-space alt copy. Do
NOT divide words-at the ends of
lines; this only raises questions

about hyphﬁenation for the com- °

.



. hcc’auge the lined as set
- in co ns will'not break in the _

- mp places as in thé typéd ver-
. ‘sro For example, dividing the

{zreakthrough at the end of

.8 Nne 'may cause the compositor
. towondet, ifitoceursinthe mid-

dle of a llne, as it may whenthe

sets It, whether it is‘intended to *

be given break-through. Resolve’ ,
~any daubts about hyphenatlo, *~
ee and two wo‘rds, and the like -

b¥ ysing the dictionary.

Ay ,Domot use any word wh se
/ : mean:ng y6u atre not absolute
, aln about. 11 i3 & word you
.db not use every day, even ifyou
-/ "#ré’certain of its meaning, look
~_ityptocheckthe spelling, When
1he wrlterhasgone outofhisway
se an unusual or a foreign
* wo d and then misspells it he

makes a partlcular Joql of him-
selr (

evor strike over ‘letters, ane
“ over an o, for example, or any-
= thing else. If'you make an error, ,
ﬂST.RlKE OUT THE WHOLE"
- "WORD with X’s or M's and start
T TOVEr s0 that éverything that -
T i-,tands is clean and perfectly teg
. -Ible '
."1f a story runs to a succeedlng
i page. type more at the bottom of ~
..+ the preceding page. AMvays use
" an end:mark to indicate the end
2. of the story; the cross-hatch (#), .
" centered, {s satlsfactory for this
purpose,

v Leady- -

,Try to start a lead with some-
thing interesting. Avoid begin-
ning with the name of, 'S}y, 8
‘speaker unknown to readers, fol-
lowed by a longwinded ldentm-
cation of him, and then, finally,
the topic of his speech (Sexual\
Morality’in the Andes). In 4 case
3 . ) .

»

-

-
-

1

. tem. yesterday ln Bovard

B
.4

llke thls. the toplc is genérally
" the- most Interesting thlng and

~ should be placed foremost, To

avoid making the lead too long
or complicated, the speaker's
title and other informatioh
‘about him may be saved for tth
second paragtaph.' °

“Instead of wrliting: Cow

‘#'According to Secretary Shir-

. ¢y Gibson, the gyest speaker at
the luucheon to be held at the
COmmon§Restaurant Oct. 8 will
be Dr! Gerald Smith, district
superlntendent of schools at
Pasadefia”

Make it: : e

“Dr. Gerald Sm!th distrlctu.,
* superintendent of sthools at
Pasadena. will address-a’
| luncheon Oct. 8 at the Commons
Restauram ” J

Thisbringsthejnteresllngract
to the front, a principle that
should always be followed, In .
this case, the identity of the
source s of no {mportarce and
simply clutters the lead, so it has -
been 6mitted. If it Is desiradble °
* to inctude such Information; put- -
it in the second paragraph or .
even later.

. Storles about speeches are‘
oftenled offtnsome such deadly %
fashion as this: :

“arthur C. Clarke, sclence nc
tion author, dlscussed the space .
program and the future of an
advanced communicatlons sys-
Auditorium,”

Instead of handling it this way,
which probably only repeats
information already given in
announcements of the speech,
base the Iead on the most inter- : «
esnng ?[ significant th!ng the
speaker said:

“Television sets \y|ll be used
for personal communication, a¥

X

a P l
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within a few years. .
o “This was'the preﬂictlon of
Arthur C. Glarke.. :

Do not altempt to get all the '
so-called W's (who, what, when,
Where, why) Into the lead. This
makes for too complfcated an
‘Introduction; mofe, ustially, -
than the reader can grasp with-
-out going through it twice, and

- he may be in no mood to do this.
- Concentraté: on'hewhat that s,

; \\ well as to receive programs, ’
&

N

~“can. ome newspapers place
~limits of 20 or 30 words on leads,
- Arbitrary limits of this kind are

* 7 ble the' writer on th¢ occasion -
" when he may need Yo exceéd
' them and can eft‘ectively ‘and
Y clearly, do so. But, in ge_neral a
- 1éad should no excced three to
. ﬂve Hnes . / -
: -y /

- ’Smoothmg Iv Out

“: A good test I‘onreporters'(and
e copyreaders. for that matter) to’
- apply to writing, to achleve

.......

were talking instead of writipg?

7. Putting things the way#ey

- . would naturally be spoken Is the

. tlon and other common faults.

~"Reading a sentence aloud is a"

" goodtest. Ifyou stumble in doing

50, you may be sure®the reader
wm stumble loo

Edltorlallzmg

Statements of opinion shoutd

: notvbé given without attribution
- in news stories any more thanin

headlines. This applies to judg-

ments of merit; commendations,

surmmarlze the story in the most
“coneise and Interesting way you -

- smooth and direct expression, -
. is: Would'1 say 1t this way if 1

. wdy to avoid involved construc-'

4

.

.

-

[y

L

k . undeslrable. bedause they hob- L

i

and the tike. Tell whose oplnlo‘n/

it is; don't make it look as If it's
the Daily Trojpn s. O
the writer and evAluations
belong in reviéws, columns of
comment, and the editorlal col-

" umns, not in news stories. Do not

state accusations against people
- In such a way as to glve the
impression they are fact; always
be ‘certain they -are ATTRI-
BUTED, A statément like “His
“neglect of duty resulted in the
charge” is glaringly unobjective;
saying it this way Impllies the :
subject did indeed neglect his’
,duty Putting it another. way,"

great care should bé exercised

lesi it appe ir that the puyer I1s ®
taklng sides‘'in a controvérsial
matter .

%

Completeness L -

" Glve all the explanatlon
necessary so that a story will
stand completely on its own feet,
Dan'tassuméthatthe readeér has -

memorized some materfal fact |

" <thatappearedin p;int last week
or even yesterday, A long s Ty

_ onthe announcement by o/can-
. didate that he would sefk the "
student body" presiden ne-

glected, for example, to point ouf -

that he was the first candidate ;'.‘
- toannojince, and also omitied to -

give the date of the electlon. Of '

- -course, it s impractical to

: lWO"

'+ Avold excessive characteriza- "
tion. After s#inginthelead that

v

repeaf the whole background of
arunning story every day, but it
is easy and: highly advisable to
‘summarize it in a pa raph or

v t
‘

Characterization

two professors-of physical

nions of i

E r
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education will altend a conven-
‘tion, do not refer to them in the
next{ paragraph as “the two pro
fessors.” Say they. Use pronoups

. whenever bosslble. it makes for

smoother, uncluttered writing.
Butbesurethcantecedent(what

-the pronoun refers to} s clear -
. to the reader. Also avold exces-

- slve counting, as exemplified by

o

- ‘repeating tiwo.
After a person,place, orthing

'has once been fully charac-
“‘terfzed or described, referto °

‘himor it thereafter by the brief-
est description possible. If you

‘are writing about a hotel porter,

for example, after having ini:
tially identified him as such,
- refer to him thenceforth slmply
aslheponer, ratherthan!he hotel
_porter.’

Usdit, not!hey or who, 1o refer

- toorganizations. Some reporters

jump from singular verbs to
- plural pronouns in the same sen-
tence, indicating they do not
have their wils aboutthem: “The
admlnistratlon obtains advice

. ongsuchsubjects, but they do not

>

. always follow it.” It does not
.always follow it, to accord with

' the singular verb obtains ~

‘Such misuses qfthey and their,
th single verbs (“The team is
proud oftheir season'’)are some-
times c_alled “'the adolescent

. they.”

Refer to'stud'erits of titis (or
any other) university as meh and
womef, not boys and girls.

"Modifyiitg Elements:

" Avoid starting sentences with
such modifying elements as “A
RhgdesScholar,he " Thisis not
qung but it is overdone in
newswriting and has come to be
characteristic of journalese. Be

/

d"‘.

.certaln too, that when you do

start' a sentenca this way, the
modil‘ylng element hassome log-
lcal connection with the rest of
the sentence. Not "A hodearrier
ln hls youth, the scholar has
made a specialty of microscopic
organisms.”

Qudtations

"“There Is no reason why a story
should not start with a direct
quotation. Often such a state-’
ment, judlciously chosen, will

give the substance of a speech
or an interview betfér than' any+

thing else, Care should be exer-

cised, however, not. to hase the
lead (and thus, probably, the
headline) ofi some stray fact out

of context, whether a direct quo-
tation or something eise, that -

will distorhor mlsrepresent the
. total effect of what was saig. v

‘4’

i

Attribution in Quotation P

lt is unnecessary to glve more ;

than one attriBution in a- con-
tinuing quotation: .

“*This year's gctivities on the -

campus will be sp?nsored by the

new organization,” Smith said.
“The purpose of the program

is purely informational;” he

added. He added or any other -

form’ of repeated altribution is
superfluous. The second sen-
tence should have read, “*The
‘purpose ofthe program is purely
informational.” (Ommmg he

‘ngdded)

On the other hand, beware of -

the floating quota‘tion-—-a direct -
quotation that does not have any
direct attribution whatever. °

Eventhoughtherecan be nomis- -

take about who is talking, it is

r
i

11



- considered essential to use he

| 3

Al

" said (or whatever), )
Don*{ break into u%uotutiun
t¢o soon for the attribution: This
is a meaningless trick and (!
annoysthe reader. For éxample:
"We must " Jie stated, "run the
risk. .

r lnstead of this/ make it, “We
must run the risk of making mis-
takes in érder to progress and

. acqulre}the bencfits 'of a ngw
~ . method,” he said. '

" Don't use according to in
attribution; it casts a shadow on
_the credibility of the speaker
tand it is also backhanded).

" Instead of making it “*Somethihg

will come of this, according to

John Jones,” write “John Jones

"said somethmg will come of
» this.”

~ Young reporters !end to over-

-use explained in attnbuting

s!alements thht are not really

explanatlons Don't be'afraid-of

, -said, nor of repeating it. If you
Vot are desperale for variation, it is

. bettertousenéutral atiributives

like observed, remarked, added,

continued thafr'inappropriate ;

ones like jnsisted (when there is
no insistence) or contended
{when there is no‘argument).

" Said Is preferable to stated;

° stated has a formal tone that is

. usually inapproprlate to quota-
tnns in newspapers ’
Quotatlons‘Overusé‘d
‘Do not use dlrect quotahons
. for .commonplace announce-
] ments; indirect quotdtion is pre-
ferable here.

© . ;A long-time influential and

colorful figure in San Francis-

. ¢o's upward spiraling artistic

whirl, Kenneth Rexrqth will

speak at 11 £.m. Thursday in

Hangock Auditorium,” Dean
v

ERIC

et Provided by ERC

Homer Jones announced. -

Apart from the fact that the
statement is a little flossy, direct

quotation of this kind is not suit-
able for the lead, Which should
have stated simply that Rexroth

. will speak, He might hdve been

characterized as an influential
literary figure, however, To sim-

- pliy a lead'of this kind, place

the name of the person announc- -

ing the speech in the second
paragraph N

-

fl‘(ragmlemd'ry Quotations

Avold fragmentary quotations,

but when they are used, do not °

begin them at an awkward point,
separating an article from its
noun, or a preposition from its

object, or an auxiliary from the

main verb. Avoid quoting single

" words. Quote only substantial

parts of*a statement.

-

Techmcal Maner S
" Many speeches and- speclal‘

lectures on the campus are -
specialized ortechnlcal. Itisthe - -

reporter’s job to present them
intemgibly to the reader. If a
speech cannot be reported with-

out the use of ynintelligible

technical terms \forget it; it is

nota sultable subjédt for anews-.

paper. On the other hand,

. reporters should not hesitate to

ask news sources what they

mean by some unfamiiiar:

expression or concept. Such -
termsshould be explained inthe

story.

2

.

.Be careful to tell WHERE any
event, including a speech or lec-

ture, was held, and under whose ,

sponsogship. This is material A

1
)
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"informatlon and the reader is

entitled to it. The size and reac-

tion of the audience also are
_often watters of interest that
reporters neglect to mention.

If a statemenl by a professor
or someone else Is the subject
of a stury, tell the reader what

the circumstances were. If it was . '
. aninterview, SAY SO.

When speaking of evenls, such
as entertainments, not on the
campus,
~ WHERE they are to be held. Give

we should state

a} least the community,’ and a

Street address if possible.
. When a: building (such as a
th_eater) isnaméd withouta loca-

: tlon the assumption is that it Is -
locatéd on the ca mpus. The Stop -

‘Gap Theatre, for example, need
not be identified as on the cam-
pus. But buildings elsewhere

~ should be identified by address. *
Don'tuse, or ifyou are editing,

allow to pass in copy a word
‘whose meaning or spelling you
are unsure or LOOKIT up.

20

-
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Names

The nrst time a person is men-

must be given: Dean Mdrtha

" - Boaz (NOT Dean Boaz). One in}~
-, tial is insufficient: Dean Martha

"

Y 4

Boaz (NOT Dean M. Boaz). The’

< full first name, figst namé and

middieinitial, or twginitidlsare - |
* required. Use tht style the -
ownerhimsell‘usesforhisngme,»

give his first name (Sol Hyrok;
NO’I‘ $. Hurok). =,
"It is generally consi?ered

exceptthatif he uses onein}'u'al

inapproprlate to Wfer to a
woman by her last namejalone
(Jones), without some’ tntLe such
as Miss, Mrs,, Prof,, elc., éven in
a headline. Thls howevet, like
the use of Ms., has become a

1

- tioned In a story, the full name

‘capitalization.
" “"musician Joseph Doake§,”

|
|
\ L

stylistic matter that, as farasthe

Daily Trojan ls concerned, is left
to the-discretion of the editor.

Do not réfer to a person by a
nicknamo (e.g., “Happy”) with- '

his full and trite name; and do

" notdosothenunlesshoiswidely .

known by the nickname. More -
latitude-in this respect Is’ per-’
mitted on the sports pages.

Reportersare requiredtopen-
¢il cq, and circle {t, over every -

name in & story to indicate that-

-the spelling has been checked.
Squaring (i.e., enclasing the -

name in a rectangle with a copy
pencil) may also'be used for this
purpofe. Copy readers should

- double check. Use the (‘ampu.z

Directory, the student telephong
directory, the list of student
names in the student affairs
office,*the biographlcal list in
the back of Webster's New Col-

legiate Dictionary, and Who's Who * '
asappropriate. If necessary,call-" -

the library of the Times, or the
Angeles Public Library to check

"Bureau is a good source of facts

* about the university.

“The reference desk in Doheny

phone service, ls another source .

-of inl‘ormallon

False ;T nles
Avold the usq ofso-called | ralse

. titles; this is journalese, and

also causes confusion over
Instead of

“waitress Susje Rbe” make it

“"Joseph Doakes, a musician’;

“Susie Roe, a waitress.”

Don't pile up titles or occupa-
tional descriptives before a
name. It makes-for unrcadabil-

13
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. outhaving firstidentified himby . -

. reference department oftheLos . "

" facts or names. The News |,

' Library, though It does not offer .
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ity. Use the appositive construe:
_tlon instead, and set appositives
1T with commas. Instead ot “‘Oc-
o eldental College graduate and
+-»  Councilman W.G. Thomas,”
:~ make It “Councilman W.G.
~ 'Thomas, an Occidental Coliege .
- graduate "
‘ ]

o O_n‘ussnon of The ‘ .

Don't leave the off the begin-
-~ ning ofany sentence in the delu-
- slon you are streamlining your
2= style, This is journalese. It

- makes the copy harder to read
_and makes it sound like a tele
~gram{

o jlnversu%

... Avold standlng ser;tences on,
S thelr heads by starting them
;. “Bringing \erospace technology
roos.down to earth will be.. . or
- “performing’qt the coffee house
270 is,.." This kind of inversion'is
= tiréSomeand & hs!lmark of jour-

- nalese. Vary senlence strucfure
by starting with subordinate ele- :
ments. ‘not by Inversion. Exam-
‘ple.,’“Al\er the lecture, ques-

+ - tlons were answered"‘ “To

. obtaln the data, students were
‘su"rveyed"

~

‘:AV,'Wthh Huntmg L

When you come to whwh in a
sentence, put a comma before it,
If the comma wén't do, change -
.the which to that. The point of

~%  this little routine is to help you
- determine the difference
betweén restrictive and nonres-
trictive clauses. Nonrestrictive

, clauses are set off by commas,

. restnctlve clauses are not, It is

* M %

¢

<

»

"mas in this constructlon,

i

1 L
actuslly unimportant whether
which ort tisusedtojntroduce
2 restrictive clause, although
“that is preferred. -~ .

The same decislon whether
" {he.clause is restiictive or non-
" restrictive, must be made con-
cerning clauses that begln with
where, who, when.'If you are
uncértain about the difference
between a réstrictive and a rion-
restrictive clause, look the sub-
"ject up in Words on Paper, A Dic-
tionary of Usage and Style, or
 Writer's Guide and Index to Eng-

, lish, allinthejournalismlibrary. e

“The grasp of this distinction is

~ eSsentlal, Almost without excep-

tion, a whé-clause following a

person’s name Is nonrestrictive, -
and must be set off. This Is trde

" also of a which-clause following o
. a proper name (“They saw the '~
-Sphinx, which seemed ask

Y

inscrutable as éver”).

Remember that app\!mves .

must be set off by commas:
“Willlam Jones, a student,
received the award" “The

~ speaker, Lucy Barnes; waslate.” ...... .

One df the must frequent errors
in both writing and editing Is to
leave out either one or both com-.

4

Y
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lme Elements P

Do not put-the’ tlme element' ‘

after the subject as in*Dr. Her-

bert Harvey, professor 6f

psychology, yestérday warned
students'...” It shoulkd be

" “warned students yesterday."

This mannerism of journalese

* somelimes leads to atrocities

like “Dr. Herman Jones Tuesday
announced...” in which it may
look as if’I‘uesday is the doctor’s

last name. You would not saf .

something like “I today regis-
tered for next semester.” Don't

L

v
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- write it, elther; it looks twice as

bad as it sounds.

Dodtol say of an event that it-

~ will happen this Sunday or that ;.

* ' it happened ldst: \Vednesday
‘. This and last are superffuous.

* Give the day alone, IT it is within

a week of the time of publica- *

tion, If it is more, give the date’
alone (Feb, I'h, omitting the day
“unless Uiere is good reason for
‘including it,

Bemember‘that since lhe

Daily Trojan is a morning news-
paper, whats referred to a}
. today in a story Is the writer's.

= temorrowy the writer must\,

., always be looking ahcad to'the
“fact that his stoty will appear in
“'the paperthe nextdayal‘terwrua
|ng {or, in the case of astorylto !
~appear on Monday, three days
“:later), To prevent confusion, .
£ { ‘dontuseyc.srerdayandromorrow
S in stories: name the day of the
Lo week instead Today in a news
story means, ‘obviously, the day
of publication. .

3

.'giving the day of the week on

. "only reason for doing so in refer-
~engeto afuture event is helpipg

. the reader decide whethoree

7+ 7 wili be able to participate. Usu-

" ally the day of the week is

omitted in both instances
uniess, as stated, the event falls
‘within a week ofthe dayofpuBh
“cafion, in whlch event the date
is omitted.
Young journahsts sometimes

: * have the ideathat time- elemenls

L shodld be-sel off with commag,’

) - and wntethmgs]xke"’l‘“elve fa-
cultly members were named, °
Wednesday, as recipients of.
awards” or “The Farm Workers’
Theatre will perform today, at 8
p.m., in the Audnorlum " The B
commas are wrong in such con-

PN A i Toxt Provided by ERIC
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There is rarely ans' point in

. which a pasteventoccurred. The .

¥

s!ructIOns ‘

. " Nonotsayina lead that some- -
thing happened recently; this
advertises the facl that the story
is an old onel Say-instead,
“James Jones, proressor or
anthropology, has been ap-
.. pointed...” (insjead of“wac
! recently appointed...”), and

,’

give the date of the evenl ir. e

. necessary, Iower in the stéry. ¢
*.When writing a news story
from a presserelease or other
announcement about some,
future event, ¢heck the date

.given for it against the catendar, :
especially to see that day‘and: -~

. date correspond. lt‘they do not,
‘consult the neWs source.”
Double-check your news story -
agalnst your sourge material to
make certainyou have copied off .*

* the.date of the even! correctly,
. Copyreaders must . be scrupu-
lous about seelng to it that any®
time element used Ir'a headline -
corresponds with what lhe ston‘y .
. 5ays. :

Consnstency

.Be careful not to interjectk

unexp!alnable or surprising or-—

.incongrupus elements or facts,

“into stories without explaining « .

. tence-appeared inthe middle of *
astory about a seminar on aero- o
space (echndlogy. )
“The other two speakers will
tatk on waste disposal and the
handimg of juvenile delin- :
quents, respectively.” . .
The feader was certain to be
baffied by the connection
between space technology 'and
juvenile delinquency. Actually
. there was one, ahd the story-
. should have briefly explainedit.
. A copyreader encountering
: somelhmg Jarring like lhif in a

. 15
f“_»»"\.
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- them. For example, this sen. =



.

e

:

]

stor) shoul(l sceth,man ctplana
llon Is adtlt‘d' .

Cheekmg wnh
News Sourceq :

Ifis a mlsﬂui(l(‘ll idea lhat a
reporter defeans hlmsell‘
samchow, by checking his work
with the source of information.

. This notion, logether with the

fact that a parl of our staff is
alyways inexperienced, can
tcaufe some colossal‘godfs.
. Checking a story wiih the source"

" fot factual accuracy is not ho.

o

Bty

.$ame thing as suhmlttlng it for

g censorship ’l‘hls source shduld

. not be permiued to. lnﬂuence
anything but the facts.,
Reporters should cheekdirect
quotallons as glven in'news
storles With the source to be cer
tainthey are accurate, Spare no

oo, effort to.ensurd 'that your story

~~’phone *‘Daily Trojan,”
 “Hello.* Do not insult, dispar-

iscorrect, factually and niechan-
lcally ) ) s

Usc of the Telephone

Courteous and effective use ol"

the,teleph,one is_highly impor-

tant; beceuse the Daily Trojar
{like newspapers in general)

* must depend on it so heavily.

"Tec begin with answer the
not

age, or argue with anyaone who
is helpful enough to telephone

"usa story. Regardless of what
your opmion of it may be, take -

. down the information and make
such use of it as is directed by
the city cdllor THANK PEOPLE
for telephoning.

i The reasons for ordinary cour-

- tesy should not hnve to be given

E

CA
L ¥, n

O

RIC; .

\'

| 9

. distance business calls

Sl):lel)p(lk :

.

. ~ ' ' '\
+und no space will bg wasted on
- them here. Bul newspapers must

fely on help from oulsltle their
own staffs. ‘A persop who has -

“been rudely or brusquely dealt

with onthe telephone is uniikely
to call again. Onthe other hand,
if ho ha's been coaltcousl)
treated, he will have a friendly
feeling for the paper and may be |

“the source of valuable and help-

ful information in the future.
Rudeness onthe: telephone as
anywhere, is childish and

uinprofessional, The Daily Trojan .
i has often been the subject of
‘ complalnts in thls respect.

" City roony lclephones are not’
1o be used for personal cdlls.

"the procedure govqernmg ‘long-

s
v ,

[
.
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Ma tery of the Dally Tro;an .

Stylebook 1s a must for every

~*_member of the staff. The editors
_ should know every detail of styl2 -
without having to !ook anything

up. New reporters . _must-.

, familiarize themselves with the

3

Stylebook immediately. This can -,

be done only by reading through

itcarefully at frequentintérvals, - S
‘and by looking ub every doubtfut .

point when wrlting or editing.
The city editor should turn back
to reporters stories that do,nbt
properly conform to style;&nd -
.sce that the necessary correc-

tic...-are made by the wryiter. -

This is one way that new report-
ers learn style. This, of courlse,

does not relieve copyreaders of

‘the responsibility to edit.for
style.

o

.

Y
L I

. Check with the city edjtor- for g
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aninterpteter between the news

. _source and. the repo~ter, on the
. one hand, and the reader, on the

other. He has no business pass-
ing any statement that he does
not‘understand, any more than;"

t understand..
To the competent copyreader,

game. If he finds the structure
of a sentence is clumsy, he rear-
ranges it He approaches names

- with skepticismand checks their
. spelling. He verifies dubious’

facts. In éssence, the copyreader
takes responsibility for correct.

:ness and clarity. He does not

pass any word he does notunder--

“stand; helooks it up, to make cer-

tain lt s correctly spelled and

“properly used, He has full free--
dom to make chingés but he also,.

has the responsibility to know
what he is doing, and above all
must be careful hottochangethe
sense or effect, or to introduce
rew facts unless he is positive
of them.

~.The duty of the yopyreader is -
to understand everything that -
' passes beneath his pencil. His
~Job is to serve as a conduit and _

- the reporter has writing what he e
~dogs

i everything that he edits is fair

‘ct?.

B
[N

How."lo Read Coby

.

. [ COPYREADING

~and uresponsnble idea.~

)

¢

“

Many érrors appear In the
paper because the copyreader |
or the proofreader is uheritical = -

or inattentive .to his job. =

make the wrdng assumption that

_Copyreaders hAnd proofreaders, -
not (o mentign reporters, often -

although a given statement’
makes no sense to them, it will
_ probably. be understood by
~readers. This js an irratlonal

requires a drastic change in"

reading habits for these  pur-

poses. Students, who ordinarily =~

read with I‘ac1|ity have become
accustomed to sknmming along
as fast as the difficulty ¢f the
matérial will permit; Bag for

copyreading and proofreading'it i

is necessarytoslow down almost

to a dead halt. Not onty must -

each word be examined

individually; each letter of edch
word must be examined to:

ensure'that they are all there,

and in the right order. Punctua- .

"
Effective cop)‘/rfeading (and,- ' - ",
for that matter, proofreading). = -



‘tion, sedtence structure, and
facts all must be critically and
- earefully scrutinized. Copyread.
“ing and proofreading are far
from ordinary reading; thcy
must be done word by \\ord

(.hec-kl ng.

‘Tt is inexcusable to fall to use
) thc sources of information avml

tle A copyreader‘ using a’

cket diclionary that listed

- v unionist without the definition,

- . only as a varlant of urgontisn,
i wrobe a'tétally erroneous head-

‘spokesman was described as’a

l unionist. Pocket dictlonaries
..are not very. satnsfadtor){\except
~for spelling: It is beller-10 use
* the unabridged diétionary in the
copy room. With respect to defi-

-~ words are used,
v Take nothing for grénted
Ciames must always bé checked.
- “Areporter misspelled Heifetz as
llemtz begause it appeared that

he was using as a source of infor-
‘mation, When we mlsspell the

*people, we are advertising,toan
¢ audience that is better educated

most newspapets, that we are
either careless or ignorant.

: When uncertainty arises over .
- the speiling of a name or a word, *

it is better to look it up than to
~ask someone. People-dften_ mis:

. takenly think it'is a disgrace to

. admit they do not know some-
thing, and consequently when
asked will guess at a spelling.
- Looking it up will also save the

" time sometimes wasted in long
debatds by copyreaders over
correct spelling.

»

<l

~Use a Pencil o

;Jlineain which'a manageme)} :

I nitigns, it is invaluable In that *
1t gives séntehees. showing how ‘

‘ f 'way in an old Daily Trojan that'
» ‘namés -of wmld‘renowned .

e ~and more critical than that of

When editing or correcting
copy, use a soft pencil with a
thick lead (Eagle Draughting No.
314). so-that errors can be
erased. Do NOT use a pen, Use -
an art gum eraser, which will
remove the pencil marksbut not

“the lyping. Do not use erasable
typlng paper to write news

. slorles

®

; Legtblhty

When copyreaders or report

. ers write in a corréctlon on a

.piece of copy, they should take

© pains to do it LEGIBLY. This

applies also to the writing of

headlines. Print, if nkcessary, ;
*and be careful to dis lnguish .

‘between upper- and lgwer-case -
letters. The typesettér should

-not have toguess abo tanylong-'

hand correction or (fd ifjoR. «.
When you make a edfting cor-

: rectlon on a piece of copy, do it

'DECISIVELY; pre;s on the pen-’

ctl hard enough 6 that'your . ‘i

marks are unmist kable :
If a paragraph requlres con-

siderable revisign in longhand,
tetypeit cutthe original version -~
out’and paste the retyped ver- =~ ©
sion in place. NEVER write cor- = -

frections or additions vertically: T
along the margins of the page, =« """

Unnécessary Changes -
New copyreaders tend to

become drunk with power; that

is,they feel impelled to exercise

. their authority by making

changes whether necessary or
nol. The copyreader must have
a good reason for every change
he makes.'Don’t rearrange’
things just to.Ue doing some-

thmg

]

P




RéVision ‘ .
RS- |

© I a-téporter hgs'b‘acked into
- astory, Thai s, has Put the impor-

“.tant point e$it at the.end of the

copyreader’s duty to rewrite the

"1 lead, But then be sure the restof

" .the story falls into place. .
~ Cutting o
ow oo,
; Cutting storles 13 an art, and
- must be done with great care.
 Preferably, a story should'be cut
7 from the bottém, and. it should

LT

. tertotheend. .

 desirable to write the story this
= way. When cutting must be done

. Hononwhich soriething later in
. the story depend . For example,

o cut out. The subsequent naming

-+ catlon why then made no sense.
~ . If a'story is cut anywhere but at
7~ the end,'it must be READ

.. TRROUGH afterwards to make

s e (a

c“o o by the writer, - . .
.7+ - When striking out a word,
-y "draw a line firmly through it,
. leaving it still 1egible. Do not
scribble or scrub over it,
because this makes erasure dif-
ficult if restoration is desirable

later, ds sdmetimes happens. Do

not use,the delete mark in
copyreading; thisisa proofread-
ing mark that Is necessary
because corrections in reading

.-
oy
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lead or somewhere else, it Is the-

- “be written in the first place so -
- that this can be dofie; that Is, by- §
- leaving the least important mat.

~"Butitls not always possibleor
- from the middle, the person

B doingthe cutting must make cer-
" talnhe{snottaking outinforma-

- In one story, the descrifition of .
2. "the part to be taken by some of .
-~ the speakers at a luncheon was

" ofthose people without any Indi. -

certain it stlll hangs together.
Ideally, cutting should be done

* proof must be made in the mar«  *

gin. ) Yy
Doqblg}ﬁhéckiﬁg .

‘without having been copyread
by someone OTHER THAN THE

- WRITER, no matter 'what the'
writer's position on the staff, |
Copyreading is done becauss .

+ Writers, even the best of them,
- tend to be blind to thelr own

check.

No story should be set {n tyi:e '

- oversights. It provides a double .

+ . Similarly, no headline should .
be set In type without having
been checked, in jtself and - -
against the stary, by someone

-, otherthanthewriterofthehead. ..

- Preferably such checking -
should be'done by the news
* editorin charge, who has overall -
- responsibllity, Heads should be S
checked again on the page proof + .

~ tobesure they are pertinentand

correct stories. Thi
to cutilnes.

- Hcfadlines

,announce prominently one day

that something is going to hap- -

pen, ayd then follow up the hext
day by sayipg it did ‘happen.
Headlines like this indicate, for,
ong thing, that the copyres ders
are not reading the paper ‘o see
how the.previous day's stories
were handled, L
For example, another head-
line read, ‘“Goldberg Lauds"
Corps.” But there are number-
’ less corps. He was.talking about
the Peace Corps, and the head
should have said so. - )
_Another head, ‘‘Professors in
Agreement/On Existing Censor-

: : 19

sappliesalso

It is dead-dog journalism to -

that they are matched with the.




.
.

o - ship," eonveyéd*‘jusl the

-, opposite of what the writer .

- Intended itto. The head saidthat
i the professors concur on ¢censor-
i, .ship, but the story sald they
* agreed censorship is an evil. If
- “the Yecond !fe had read "On
+. Rvil of Censorship” it would
+ - have improved matters. <

o And st another “USC Busi-.
T ness SchooI/Contlnues’ Unique -

. Plan™ was too vague. The ead
“should have given some dea
~whut this unique plap was

; :general terms.
Donotuseanonymousattrlbu'
"“tions.in headlines in this fash!

i Prol‘essor.”,’l‘his form of head-
~linels permissible but only with

‘v enough” known to be recogniz-
" able.- e ‘r :

'I‘ests for Headlmes -
g Twp tests may be appued to

~headline should be easily
‘."L,expandable (like a telegram)

“supplying nonessential words
~“such as articles, -
" The otherjs that it should not

~“understand what the headline
means. The fact that a headline

A meet other requirements.. Ac-
ceptabﬂity will-be decided by
:the news editor. Rejected head-

lines must be rewritten.

Although sofne compromises
i+, ,are,necéssary to meet the

o+« requirementsofsmallspace,the
" . best headline is one that uses

the same language that would be

used intext. Avoid slangin head-

_ lineslike nites, fink out, stick-up.

-

s

“ . Instead of referring to it in :
polnted direcl, and’ expllcit‘

- lon: *University Has Improved

o “the name of a person that iswell

- athousand stories. TELL WHAT
" "KIND of a research program, ot "
_be specific ln some other

 judge a Headline. One is that a

“into an ordinary sentence by

_-be necessary to read the story to,

fits the count assigned does not .
make it acceptable it must alsq "

' léarn what a spht

anguage makes @n
mpresslon

This kind
unfavora

Padding .

* Avbld padding headlines; that.
is, lncluding words that are-
unnecessary of redundant, just

n}n out the line. For example,

Coed Groups Elect New
Sprlng Officers,” New is obvl. "

, ously padding. Now also Ig ofteh
~ padding, as in “Plans Now
i UnderWayforPresldent'sBall." L

Headllnes should be as

possible,- Inexperlenced
copyreaders tend to write -
bushelbasket or wooden or tént-

like heads like “Research Pro-

gram Appraved,” or "Experts to
Gather,” which ¢duld fit any of

‘respect. But be certain the head =

- precisely fits the story—that it =~
~ says no more and no less than -
the story does o

Sphtnng

The r agamst breaklng on

" senseor splitting, thatls, ending
"a line on a prepositign, on the i

“to of an infinitive, or ona mod. -
Ifier thqt depends on somethlng
-in the next line, app}ies only to
the TOP line of .a headline. It
does not apply,that Is, tqthe sec-
ond line of a three-line lead.
Decks may spljt on any line. -
The rule against splitting is
not observed on the Daily -

- Trdjan, and it is observed in

editing class 1ab segsions only
long enough so thgt ‘students

ead is ‘and
how to avoid it. / «

T



demand heads, those that lack'a
_subject and start with a verb, in

: '.Prot‘essors")

“with'a verb as long as the
- implied subject is the'same as

prés d $'the main headline.
In the example above the

* dnd its subject’ "ously Is
ey '”“Cdpers. the subject ol‘ the main
he?d ¢

u
-

Re;ﬁehtion« :

Adeckmay not restateanidea
repeat & word, nor.contain

. ;- appears lna headline.
' fExample.

Demand‘Heads e
We do not ‘use §o0- calied.

.._the Daily Trojan ;Example
' .“Denounces/Dry, Leetures/By ‘

2 Adeck, howéver, lnay slarli

deck begins with Hope, a vorb,

~*arfothér form of a word that -

~ the $pbject thal has been ex-

ngnauon (belowx ot Only i3

too closely related to resigns, but "

~also causes the last line of the”

deck to

) wasted on restating
) ax;_jdea given ln the maln head

Base Heads on Ipads

/’_‘ N

. The headline should be based

on the LEAD PARAGRAPH of

the stoly; it should not reach

_ fartRer down for its subjéch If .
the reporter has ot placed the «

nvdin point of the stqry In the
lead, llshould be rewr tten to do

So. K

k This applies to hard -news
stories.-The lead of a featuie”

K ‘need not be based on the most
lmportant fact, nor need it con—~ ~

stitute & summary of the story.
1t is 4 serioys error to reach
down into a hard. -news-story for ;

’\ the headune on it.

ERIC

\ . .08

»

Doal

‘. some subsidlary fact, and base

S
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" Headlines soutd be specific -

and conyey something meahing-
ful ln themselves L
N : Sy

g (deallng with a poll on réactions

- to etection results) was inane.

_ Any poll is likely {o show a vari-
.. ety of feelings. The headline
<. should have told wha& the ‘pre-
. dominant reaction was, namely,
that the tespondents on {he -

s }\Eﬁi w?g\r‘the eleuctilon turngd olit,
glection 8 regundant.
\\\po 9“

o ‘Past Tensé,"
i Passwe Vonce

’ ’News editors and copyreaders
“should undersland the dit‘ter-
~ence between the pasttedse (of-,
:*j'.'dlnarily not used eadllnes)
: “'i‘and the passive voice. © .
. Take, for_example, a story
* s about a special program for
muslc crltlcs The headﬂne read

e

o ,whlch says litt}e. and worse,
7. wholly omits the distlnctlve
* thing about the story—-that the
-l grants Were made to MUSIC
v CRITICS : ‘
’ It turned out that the
copyreader had wntten a much
better head :

»

& .Qhe

5

b Y

. whole were disappéinted with 2

. - ful ly only In the pa

: ".(ngtfumses'bmﬁing August'}‘). .

IS TO TELL
STORY AS SPECIFICALLY AS

N #

but it had beenrejected because
itwas In the pasgive volce, which
indeed it was. passive verb in
\a head-is to be*avolded BYT
ORLY IF AN EQUALLY 600D .
HEAD CAN BE WRITTEN IN
THE ACTIVE VOICE. Many

e¢ads can be wrl}tzn meaning-

Is a chajce between a passive
- head that says somethlng and an_

ive If there

4

active head that does fiot, as- in .' B

this Instapte, .USE THE.
PASSIVE VOICE. A verb In'the.
passive volce is.orie that acts on
the subject. In headlines, the
auxiliarythat isnecessaryto put :

a verb in passive forimy(in the .

. ‘example, are) Iswsually omitted,.
_but may be stated to fill out the

« -llné, .
When a headllne contains a8

k . past~tensetime element(such as -

‘August in the example below) .

the verb shouid be in the paft//

Length of Lines -

Afairly, unlform length ortlne ”

_is desirable in headlines for the
sake of appedrance, but do not -
lose sight of the~fact that THE,
PURPOSE OF

AT 1S IN THE

POSSIBLE. - .
Remember, in’ wnting @.head
THE SENSE MUST COME

FIRST. A uniform count is desir-.

able, within reason, but this is
a mechanital consideration and
is secondary Remember this .,

E HEADLINE =




L e )
prlnciple‘ if‘ lt is necessa{y 0,

* should preferably bé the TOP .'

aﬁ o

¢

redd thesstory to understand
what the hpadline means, the
“headline - {s no good.-A differ-
knce of As much as twd unlts in *
‘the length of lines (s allowable. -
H one of the Jines Is longer, it

, LINE But this is n'ot absolute .

L Names in Headlmes

'x;

-

Names ofpeoplé should wot bg -

. iriter recognizes themame him-
sell. If'lre does not, he should not -

~names  are recognizable de-

- .tell more t

pends .on the audience a news- -

. paper reaches; T e

~-used in Neadlines, except for -,

'_-"»obituhnes unless<he reader
" can'be expected to recognize
’ ‘lhem This requires the applica- |

1t‘ion of jufigment A good test to ., .
- applyis whether-the  headline

‘vexpcet the reader to. Whay

The name Hoover became

~ somewhat amblguous for head-,
:'liné purposes becausge thére.
* were two exlremel; well-known,

, Hoovers, Herbert and J. Edgaf.

Even-in bituary headlinég, a
" charatterization mig
‘preferable to a name, for exam-
" ple, "Retlred rofessor" would

% "J’. Willard

H
ey

The general rule for the use
of abbreviations in headiines is
that they may. be used only the

’ l-rothinghan

days (Tues.! Wed) may not:be
abbrevtated hor may names of
months ¢Jan., Feb.) unless fol-
lowed by a‘date. L.A., S.F, N.Y.,
and U.S. are permxssnble, how-
ever. Headline writers may

freely switch.between figures .

and words, dlsrega?imgthe rule

" that governs text.

.

well be .

. same way as in text. Names of -

v\smutes aprediction, evaly

EN

A'ttrfbulion in Headlines ~ |

If a headling
speech or statément ‘that, con
Stion.
or other form of opipion, it must
be atiributed, That Is, the head-
line.must clearly indicate that’
the statement is someone else’s
idek. Stating’ opinion .flatly -
In a headline,(a common error,
gives the reade the impression .
- that 1t is fact, or that the Daily
Trojan bel(eves u to be fact

fs based on a

X

. ‘,,_;

Su bheads

Subhe $ should be placed
between paragraphs at regular
intervals about 15 lines apart,-
uad should always be more than -
one word. The best subhead s
‘tike aheadling; itcontainsasub-
ject and a verb (“New Tests
~Needeéd™ but it may be a labet
("New Add:tlop”) and unlike a

hoadline, it may begin with a,

If, when a story is placed in the = .
page, it wraps in such a way that
. ‘@'subhead comes too near the
“bottom or the top of the segnient -

verb A'Earns Degrees)’).”
Subheads are written by the
copyreader as:he edils the copy.

of the sfory in a given column,
the subhead should be struck
out. The subhead preferably
should be based on the pdra

graph immediately beneath, -
- rather than on something lower

down .

- The purpose of subheads is to
break up a story and make it
more aftraclive to the reader by -
giving il a more open .appear-
ance. Subheads should not
express opinions or pojnts o§
view without attributlon. any
more than headlmes or text.
Usually quotation marks take
cade of this (“Witness Lied").

£

L\‘yl
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- Changes."’

-"

University Identification

h\lhe Daily Trojan, we can usu-
ally assume that people and

- Tactivitics are part of the univer-

sity unless otherwise idéntified.

"Example: a headline that read.

“USC Dean Sees/(‘.ultural
Not onty was USC

. unnecessary, but it used up

“be set in type without haying -
‘been checked.
" against the story, by someone -
otherthanihawritercofthe head.
“such *checking’
“shoutd betdone by the news
;editorincharge,who has overall .

e _Preferably

[Kc

wll Toxt Provided by ERIC

‘ that they are m

space that could have made the

. headlino more specific. There

are mang deans at USC, but this

' was the dean of the School of

<7 Musfe, and thus the headline

.= ‘would have been lmpro\cd if it
: had sald "’lluslc Dcan

thecking'Headlinesﬁ '

e

Every headline in the paper

edjtor in charge to see ‘that it

Aaccurateky reflects the story and
“thatitistypographically correct.
“This is dne-of the news editor's
* - principal responsibilities.

Similarly, no headline should

in itself and

- ,careles}\ess or meptitude qr

‘must be checked by the news .

responsibility. Heads should be -

checked again on the page proof
to besurethey are pertinentand
hed with the,

correctstories”Thisapplics also

~ to cutlines.

i .

Introducing Errors

Some of the errors in the Daily
Trojan would not have appeared

* if the stories had not been

copyread. That is, copyreaders

)

. K
1 .

often INTRODUCE errors, b9

misdirected zeal.

Abaqvg all copyreaders must
STAY ALERT. We once had a
headline that read, "Company
{To Il_onor/l‘wo Coeds." But the-

“coeds’ " names, as given in the
story, were Carl Burnetl and Wil
liam Barraclough

Holdover Pro()fs. ;

itoldover copy (copy that'is
stilt alive but did not get intothe

~ ~paper) must be read cdrefully.

for several reasons: first, to
declde whether itisstitl good or
must be killed; second, to cor- .
rect timergemcnls. and third, to
scorrect proofreading errorsthat
may not have been caught

Bylines

v
Ldilors should exercise care
in giving bylines. These are, in
general,two reasons for Bylines,
One is to reward a reporter for-
a superior performance. The
other is to identify the writer as
the author of opinion expressed
in special columns and’in

© ' reviews of performances. Indis-

wry

eriminate use of bylines
devalues them. Bylines may be
awarded B‘rﬂy by the editor or
those to whom the authority to
do so has been delegated.

‘Lists of Names

+ When publishing long lists of
names, break them into .para.
graphs of three or four lines
each, and simply continue the

" listing,. ending each paragraph

witha perlod Do NOT begm suc-

cessive paragraphsin sueha llst

withsuch devnccs as Also..."or
“Others named..." or somethmg

\ o
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{
of this kind. These devices ofte
suggest that the people named
are being ranked or classified,
or that some are more im portan

* than others. .

In publishing such hsh. as for
example the Dean's List, special
care should be taken at every
stage to be certaln none of the
names have been omitted. Such

lists are usually divided accord- -

ingtolettersofthe alphabet,and'
some segments may be left out
owlng to carelesspess. ‘
Quotations

Copyreaders should NEVER

. transformindn‘ectquotahonsm .
copy {nto direct quotations. This-

leads to misstatements and to

Jl}(‘\ge(l indignatiorron the part -

’berson being quoted. The

writer ofthe story is the only one

who knows exactly what the
speaker said and what he him-

self has paraphrased. When |
. direct quotes are shortened,

great carérmust be taken not to

distort or give a misleading

impression of what was said. In
general, compressing direct
quotes is a dangerous business.

Obvious lapses in grammar
should be corrected. Ifanimpor-
tant factual misstatement is
made in a direct quotalion, the
true state of affairs may be
pointet out by the reporter in a
succeeding, perhaps paren-
thesized, statemenl or by an
editor's note.

Copyreaders and proofread-
ers should doublecheck to en-
sure that quotations both open
and closg; that is, ghat the quo-
tation marks are not left QIT ei-
ther end. i

Do not repeal altrlbullons of

"a speaker in a continuing direct

quotation. After once specifying
Dr. Jones said, simply continue

O

RIC

Aruitoxt provided by Eic:

P

‘

&

with‘thgéuolallon I the same~
quolatidii runs to more than ong
paragraph, leéave the quoialion
marks off the cnds of ail but the

“last paragraph, but use them at

the beginning.of each paragraph
of the conlinuing quotation,

. ' | | ‘
Lettérs. to the Editor

l~]§verything thatappearsinthe
paper requires editing for con-

. formity to style (except, of

course. direct quotations from
books and ptherfpublications).
This applies to contributed col-
umns and letters to the editor. -
Letters that are gibberish (bf

. which we have printed a

number) should.be re'jected
entirely. Return them to the
author with a polite note asking

“him ifdie can restate his ideas ~

morae clearly (or more briefly, as
the case may be).
Use a standard format and

"typography for the signatures . *

(JOSEPH BLOW, Senior, Econo-
mics). When a letter refens to-
something in a'previous editlon,

- look the material up ‘and insert

the date of the issue (Daily
Trojan,Oct.4) afterthe reference‘ .
in the letter.

Letters should have m:sspell-
ingscorrected as well as stylistic
deviations. There s a tendency
to let letters run too long. They .

- should becutinaccordance with

their interest.

Do not atiow letter writers to
refer mistakenly to a column or
a news story as an “editorial.”
Correct the identification, .

Do not carry leiters over the
name of an organization (e.g.,
Trojan Knights); require the
name of someone acting and
identified as a'spokesman for
the organization.
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Do not permit a letter writer
to address some person or
organization directly by saying
“you”; change it to the third per-
son, e, “the marching band,”
“it,” “he.” The only exception is

. acommentdirected at the editor

himself, since of course ltetters
the .editor are tetters to the
““eflitor.
It is best, as in ordinary head-
lines, to avoid stating an accusa-

tion or a cuntroversial conclu- -

slon taken from a letter in the
heading over the letter. Such
statements, as in ordinary héad-

" lines, require attribution, e.g., o

-

“Universily Going to Dogs" vs.’
"Unlversily Crlticlzed " By Natly
ating an apinion fn a létter

ding the newspaper takes a . _
, mcasure of responsibility for.it,

* or appears to cfmcul; init.

¥

Numbers

. Stories containing numbers
require particularcare.lfatotal
is broken down into ﬁgures that .
add up to it, the reporter.and
copyreader should carefully
check and see that the flgures_
actuplly do make that total. If a

. person’s age and year of blrth

.dates should be checke

EE

are both given in a st ry, the
al aliy
stages—writing, copyreading,

proofreading-—to ensure that .

they gorrespond properly. Per-

Q 3

Aruitoxt provided by Eic:

0
'

3

j

~ that.

o
¥

conlages should be worked out
to ensure that they are accurate.
Don't take anything ¥ar granted; .

mistakes are very cormon,

Urging Attendance

Such statements as **All
interested are urgéd to attend”

or “All students and faculty
members interested are
in\(lted” should be edited. If
people are interested, they will
attend. Say simpl}: “The public
- is invited”; or “Faculty and stu-.
- dents, are tnv\ed " The Daily
Trojan should hot put itself in
the posmon of wurging
attendance.’

Nor, ordinarily, should the
reader be addressed dircetly ’
{"You can.get the informatigon
from...”). Similarly, news

_ stories do not call for the use of '
. we ("We can vote as we please'),

referelng to the readetrs of the
paper, or referring to the United
‘States (*'We took the position

... Beimpersonal in news
stories. R .

A

Choppy Modlfiers |

“The woman, unmarrled Ilved

) alone,“ illuslrates choppy inser- ,

" ~tion of a modifier. THe sentence |

co &

‘; ““is too ahr\pt and condensed
- Better, ©

e woman who was
unmarried, lived alone?

.
¢

-

s
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The only way to prevent errors

" and inconsistencies jn cutiines

is for the writer to have full
 knowledge of the stoty the pic-
ture acdompanies, Preferably,
cutlines should be done by the
writer of the story. If this is not
- feasible, the writer of the cul.
lines must read ‘the accompany-

ing story. E rors in cutlines *

often pesull when they are writ-
ten in the office after the accom-
panying'copy has been sent to
composition, ‘and the informa.
tion availablé about the picture
is sketchy and inadequafe.

A reporter shotld be sent out
with a photographer on every

i assignment to get the identifica-
¥ . tionofthe people in the picture.
.The reparter should thén write .

the cutlines, with the assistance
as necessary of 2 copyreader or
editor. If a storyraccompanles
‘the picture, breferably the
" reporter writing {he story should
get the-identifications. The
. reporter is responsible for the
correct spelling and correct
sequence of the names. Pictures
attract a great deal of attention;
. and accuracy here is of the
utmost importance.

PICTURES

v

<

?hotogrhphers‘ not accom-
panied by repotters must be
intructed to get full gnd correct

identifications of the people In .

the pictures they take.

Photographers should be

instructed NOT TO REVERSE
pictures when making prints.
- Thls leads to reversing the iden-
tiftcations, which usualty dre

noted down when the picture is

taken. Every print must be
.- examined by a responslble
editor before the plate is made
to ensure that the order of the

identifications in the cutlines is

correct.

Every identifiable person Ina
.picture MUST BE IDENTIFIED
“in the.cutlines. Be certain the

’

order is correct and that thé .

names are spelled right. Cut-

lines must be checked carefully .

at every stage of the publication -

process, all the way through to

the page proof. : -~
Remember that if cutlines ate

written from a negative, the

order of the figures in the pic. -

. bure is the opposite of what they
will be whenthe picture appears
« in the paper;‘thatis, what is 180t
to right In the negatlve will
becomerightioleftinthe paper,

&
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, "this fact (“from left, seated

. When writing cutlines,.say®3
Jrom left or at left; not (1) or (1-i).

When some people in a picture’
are seated and others are stand-
ing, 1t is well to identify them by
e "')l
rather than by saying bottom and
top. Bottom: and top are more
appropriate when there are
thrée rows or more: “bottom
row.ﬁomten...;fmiddle(or sec¢-
ond) row...; top row. Lo

‘Da not mix up present-tcnse
verbs and past time-elements In
the same sentence in cutlines.
" Example: “Mary Smith of Clare-
mort tosses a snowball while
Bill Jones sgoops up a handful
“of snow as they frolic on Mt.

- Baldy yesterday.” Either change -

the tosses and scoops to tossed and

" scooped, or put pesterday-in the

next sentence, where it will not
conflict with’ verbs in the pre-
_sent tense. co

When Wri!mg run-ins for cut-
lines, do not repeat what is In
- the headline. Sometimes we get.
the same.idea served up in the

same words in headline, cut .

lines and lead.
No 'picture ‘should be

- reproduced in a large size

unless it is of excellent quality.
By blowing up poor pictures we

L3 ] s

»

unnecgssarily call attentlon to
thelr low quality.

Cropping

Pictyres should be efopped

_ (that is; trimmed) to eliminate

unessentials and to focus atten-

* tion on the subject. Cut out dead

and meaningless expanses of sky
or foreground. Don't leave some-
one's shoulders or the back of
his head protruding into the ple-

. ture; cutinto the side of the next

+ the photographer in making the
print, he should be’ fully in.-

figure, if necessary, to eliminate
peopleyou do not wanttodepict.
If the cropping must be done by

ucled ol this point, and his

- cropping should bé checked by

an editor before the print from e~
which the plate will be made is
developed. '
When mug (or head) shots are
run side by side, the head sizes
should be'the same,’or as nearly -
the same as possible. Disparate - *
head 3izes create a poor effect,
Further, the‘heads should be
positioned similarly within the
picture. Leave a little space

- above the head in cropping a

.mug shot. A mug shot usually -
~should be’ no more than one col- ‘

umn wide.

3
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.or name, SHOULD
"RECTED on proofs even if the

-t hd
A N

.Sometimes there is uncer-
tainty about what kind ofcorrec
tions may be made on proofs..

Editing, involving choice of .
‘wqrds, changing construction of

senfences, and the like should

“be performed ON THE COPY,

not oh £rodfs.

Technlcally, only, mlstakes
made in setting the type should
be corrected in reading proof. '

"7 But as-a practical matter any

errof such as a misspelled word
E COR.

error was not caught in editing«
the copy. Do not make ‘correc-
tions involving changes in sen..

, tence structure on the progf.

Ordinarlly‘ do NOT correct

T stylé errors—abbrevrat’ions.

caplitalization—on prool‘ “This

_should be d¢tne on the copy
before the type is set. The rule

todpply inthiscageisdonotcor-
rect unless the error is of a kind
th®! vould be noticed by the
reader. . '

Proofreaders should remem-\

ber that when an erroyis marked
on proof, the compositor resets

hot just the wrong letter or word, .
‘biit the \‘,yhole'lme, or, if addi-

2

PROOFREADING

~

. tjonal words are introduced, as
much as the whole paragraph

- Consequently,itis possible l‘or L

“the compositor to correct the
error, but at the same time to
make, & new ertor in another
word. When corrected proofs are
being checked, therefore, it is
not enoughtocheck justthe orig-

tnal error It is necessary toread - -

the whotle paragraph in which
the error occurred, A check -
should aHo be made to ensure

" that corrected lines have been

put in the right place, and that
nothing has been omitted..

When page -proofs are
checked, the end of every story
must be checked to see that the
- last.senténce ends, and that a-
line has not been dropped. .

-Jumps must be checked to see
that they refer to the right page
and also that they read across
from the front page to the jump
page.

‘When a story wraps from one
column to the next, a careful

“check should be made on page

proof to ensuge that the text foi-
lows properly from the bottom
of one column to the top of the .

- next. Alt too often lines are
- omitteg at this point. . ‘

!
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Cutlines chould be read word
~ forword on page proofs asa final
check to see that they are

matched with the right pictures, --

and also to see’that they cor-
" rectly Identify the pcople pic-
tured.

One of the things prooﬁeader
(and copyreaders) should keep
sharp watch for Is quotation
that open and fall to close, o
close and fail to open,

~ Divislon of words at the ends

- oflineslsdone by the computer, '

, sometimes incorrectly. If words
are incorrectly divided,-
CORRECTIONS MUST BE
MADE.If there Is'any doubt
where the word divides,
CONSULT THE DICTIQNAR
For example, achi: evemzvu.,@:
mer and exe-cutive are incorréxt

“sdivisions, Correctly, achieve-.

ment, form-er, exec-utive (or ex-

" ecutive). Division Into syllables -

in dlctionary entries Is
indlcatedbyh yydots
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All staff members, beginning
* wilh reporters, are expected to

master these principles And to

follow them scrupulously in'
“writing and editing ¢opy for the
- Daily Trojan and also for class-
work.

"The alm has been to make the

. stylebook agsimple and consis-
" tent as possible, The purpose of

astylebooklsnottoimpose afar-
rago of atbilrary ap.d superflu-
ous rules on staff members, but
. ratherto simplify the job of writ-
" -ing and ®editing, and to ensure
-consistency in such things as
.capitalization and abLreviation.
This helps to givé our readers
the impression wknow whatwe
Care doing.
Thisstylebookdoesnotgointo :
grammatical questions, If one
arises, consult Perrin's V'riter's .
. Guide and Indexto English, which
- will'be found in the Journalism
- Library. It Is a good book, inci-
. denlally, for anyone In joumal»
* ism, public felations, or related
-fields of study to own, together
with a desk dlclionary, such as
. Webster's Seveyth New Collegiate
: Dictionary, the. American College -

Dictionary, or the New World

. Dictionary. Pocket, dictlonaries

. are virtually useless exceplt for - .

L.

¢

',fessor of history.” Legislators . .
should be identified by pagrty

. speiiing

To make this stylebook easy té '
consult on specific polnts, each

" paragraph has beeh numbered.
In the index at the end of this -~ .~

handbook, entries rel‘erring to
these paragraphs are given.in
parentheses. Numbers not in .
parentheses refer to pages.. '

Capitalization - .
K
Capitalize: : ™

(l)Allformalandomclaltltles
standing before a nanme: Presi-

_ dent Hubbard, Superintendent

Maloy, Sherifl‘Armbruster Prof

. Caldwell, Coach Wllsc:n .

(2) DO NOT capitalize titles . -

-that-appear AFTER a nanie, or
that stand alone, or as apposi o
"tives: George Maloy, superinten- :

dentofschools Arthur Wilson, pro-

and cotistituency inthls manner:
Sen. Edward- Brooke AD- -Mass.);

Assemblyi n A!an Swmty (D-
Beverly 1!!32

(3) There are some exceptlons

" to the rule of not caplitalizing . '

titlés when'they stand atone:
President and Chief Executive In:
reference to the President ol‘the .

-~ .

(B



* United Sta[es are unlformly ap
italized. Caplitalize First Fady,
-+ bt not presidential.

{4) Coach and chairman are

. considered titles and are_-

capitalized when they. stand as
such before the name: Coach

- Joseph Blow; Chalrman Rena
Rowe,

(5) DO NQT use nor capltalize :

- so-called occupational ¢r false
titles: actress Candice Bergen;
sterlu;orker Herman Armstrong.
Place "such designations '
BEHIND the name, as apposi-
Aives: Candice Bergen, the actress;
L HennanAmwtrong,as!eerworker. ,
-~ Avold the hybrid of false title
-~ and appositive that is eve:k
“worse than the false title:

¢ “Summer courses will be taught

. . by visiting lecturé; Harvey
" Jones.” Correct: “will be tgught
.- “by a visiting lecturer, Harvey
. Jones. "(orby Haweya'ones,avis

- -iting lecturer). ¥

;Do not use such illiterate con- ‘

structions as “He was accom-

~ panled by wife Loulse” ¢'by his -

wife, Louise’); “They were met
by old friend Hermdn Aardvark”

"t (“by their old friend, Herman

Aardvark") o '

» (8) In general, we use the up -
style fo? capilalization which -

means Lhat-we capltalize the

generic térm as weil as the -

specific. proper name.- Exam.”
" ples: Mississippi River, Roosgvelt
. School (not Mtssisssppi Fiver,

‘Rogsevelt school)., Thik }Jnciple )

- applies to names ard ‘designa-
tions of all kinds—committees,
buildings,gedgraphical features

~(Stonewall Mountain); ond figura-

tive appellations (Trojan Horse,
the Cardinal and Gold, Old Glory)

* (D Otherwlise, we followgerer “
Elly accepted practlce in‘r

apitalization. If you are in

dou? about some term, look it o

EaN e

- word nfodifies a number, "fjjf

" Division: 6, No. 1. Dg not.

-although ordinarily,these are.
. -abbréviated (Ph.D:, M.A,, et¢).”

. Judicial in reference to, Men's (or,"

LN
~ ’ . »

up ln the dictlonal‘y (there ls a
Webster's Unabridged In the
newsroom), and if the term (s
described as usu. cap, (usually
capitalized), CAPITALIZE it,
Capitalize subdivislons of the
government: Congress, House,
Senate, Leglslature, Assembly,

- Department of Commerce,

Superlor Court, ete. =
(8) There are two problems of *

: cipitatlzatlon that give par.

itular trouble on a unlversity - .
campus. One relates to the
names of studles or cqurses.

They atre. NOT capitalized -
UNLESS they are languages: .
Jjournalism, mathematics, political - ..
science, French, English, Greek; or R
unless the course number. g,;‘(’
appears with them? Philosophy

110. In other instances when a /

capitalize the word: Room 110,

capitatize names of degrees *
when spelled: out: doctor of
philosophy, master of(arts

{9 The other problem relates
to names of subdivisions’of the -
university. In conformity. with
‘our general rule, we: capitalize o
thest uniformly: School ofJou:'-
nalism, English Department,

“College of Letters,'Arts, and Sci- -
. ences, Division of Humanilles. ilir i

.(10) Some-lgcallsms are: -
capltalized: the Row, Soithern - -
Californie. But not unfvers}ty
standing alone, in reference to:
lhlsorany;,niversity Capltallze . .

Wonmen's) Judiclal. Make It Von =
KleinSmid Center (VKC should be - |

-, used In headlines only); but Dr. - -

{or Chancellor) Rufus B. von -
(small v) KleinSmid. -Make it Bav
Area, Southland. Make it Daily ,.‘,
Trojan.ln text (DT in- }wadlines




" only). Caitech may be used after ,

California Institute of Technology
has been named in full. Make it
Black Students Union {no apos-
trophe). ‘

,(p We capitalize these terms,
which sometimes cause uncer-
tainty: North, South, East West

* (and Northwest, ete.)in referente -

“ losections of the coubitry, as well

. asadjectives derived from them:

Northern abolitionists, Southern
cooking. Make it East Coast, West

Coast. Also capitalize the West :

ln . reference  to. the non-
Communist world: the’ East in

_..reference to the Orient. But

southern Los Angeles, eastern
Wyoming. Other terms: Negrd,
Black (in reference to race),
Chicano, Red in the sense
Communist. Make it Vietnam,
Vietnamese, Capltalize Selective

» Service, Social Security, Medicare,
" Communist (in reference to the":
party or a member thereof, bul -

communism,. the phtlosophy.
similarly,” Democratic, 'per-
-taining to thé party, but
“democratic in the philosophical

g - sense); Army, Air Force, Nayy,
. Marine Corps; but a marine,

sailor, a soldcer

", (113} We. DO NOT CAPL
" TALIZE these terms; adminis-

“tration, the church, federal,

- ... federal government, nation, -
: mass, communion (services),

“names of seasons (spring, fall,
spring semester, fall semester),
no¥ these designations unless
they stand before the name as
tities: pope, pontiff, king, queen,
any more than any other title
standing alone,

-

Abbreviations

(12) ADDRESSES are
abbreviated in this style: 11 E.
72n4d St. Abbreviate St., Ave o .
Blvd, Rd., Ter., and Dr. in addres
ses; spell out Point; Port, Circle,

) P!aza, Place, Lane. In references -

,to a street other than in an

- jaddress with a street number,
-spell-out the generic term

(street, ete.) (We drove along

. Sunset Boulevard (NOT Sunset

Blvd); a crowd gathered at Main:
Stree! and 3rd Avenue (NOT
'Main St. and 3rd Ave.) _
(lS)Omitthe perlodsin upper -
case abbreviations like FHA
-and CIA. DO NOT coin such
abbreviations, for example, by
condensing English Communica- -
tion Program for Foreign Students
to' ECPFS, or the (UCLA) Board

of Governars to BOG. Such N

abbreviatigns are unreadable.
Cail the ECPFS the program and

"the-Board of Governors the

board, This kihd of abbreviation
has become a fad in newspapers,
‘but 1t is something to aveld, not
to copy. Obviously familiar

- abbreviations:like USC (this Is -

the accepted form, not SC), FRA,
and UCLA are acceptable. .
(14) Use the forms OK, OK’s,
OK'd. These will ordlnanlly
oceur only in headlines and not
in text except in quoted matter. -
(15) Use periods with lower- -

* tase abbreviations If the

abbrewahons_t‘orm words, .
otherwise not: c.o.d., f.0.b.; but
mph, mm. Lower-case and use
periods with a.m. and p.m.” -
(18) Abbreviate the names of

-states ONLY when they follow

the names of cities: Fullertos,

k"



Calif; but the state of Cahfomuv
-{NOT state of Calif.). Note that
Cahj‘ isthe formofthe abbrevia-
* tion. Ifyou arc uncertain of the
(oxfn1 of any ofher abbreviation,
"LOOK 1T UP. Don't guess. Spell
.out United States as a noun; U.S.
is OKasa modlficr (U S. foreign
policy).
(1H DO NOT use abbrevlalions
+ to designate buildings on the
campus oritsadjuncts. This uni-
* versity 1s {60 big for that; the
“abbreviations only confuse -
~readers and foree ther to look
" up what they mean:; SAC may be
used for Studént Activities Center
- in hwdlings only. Make It Stu-
; dent Activities Center patio: A
completenslofumverslly build-
ings and abbreviations is to be.
found in the Campus Directory.

(R )

¥

“- In campus bulldidgs, rooms are

. identified In this style:-Von
KleinSmid Center 200; Adminis-

tration (not Bovard) 349. But

* ‘Room 400, City Hall. )

. (18) Academic degrees oceur
.inour columns frequently. Use
them in this style: B.A. (or A:B),

 M.D,M.A, Ph.D,, LL.D}, etc,

s (19 Abbreviale company with

C'thé name of the companyithe

- May Co. likewike corpo;anonA

~+(Corp.) and association (Assn)

- (20) .Abbreviate Uit ’

) pnil‘ormlyWHFNTllEYST
BEFORE THE NAME: Sen

Georgé Roberts, Sen. Roberts,

. Prof. Andrews Gen. McTavish.

Commonly occurring titles and

_ their abbreviatlons: Sen,, Rep.,

Prpf Gen., Lt., Capt., Maj,, Col.;

Adm., Comdr., Gov., Lt. Gov,,

o =Supt, ALty Gen Abbreviate
: wlth ]ast name alone.

. Dariotuse Dr.except for medi-

© “cal mgqn (physicians, dentists,

velg‘riﬁérians). Make it WiHiam

titles’ w:lh both full name and =

/

Jones, professor of anthropslogy,
on first mention; thereafter,
Jones: Do not give professorial
 rank (assistant professor, as-

" sociate professor, professory un- - -

Iess necessary. Often reporters
get it wrong. Simply refer. to a
professor of any rank as Prof.

. (Smith). When it i$ necessary to -

give the rank, check it firstin the -

Campus Directory.

Prof standing alone is OK in
headtines but not in text. Avold |
ingtructor as a synonym for
teacher or professor; instructor Is
arankintheteaching hieraré¢hy,-
next betow -asslstant’ professor.

- (2D Do not abbreviate Presi-
dent as a title. Presldent (NOT
Pres.) Roosevelt, '

. (22) Do npt abbreviate any title
lhat comes after a name, or is:

‘Jones, professoy of history (NOT -

 prof. of history); William Andes-

by thelr last names alone, is left

son, executive assls!am (NOT
‘executive asst.).

_{23) The title Rev..is a‘source
oI' endless mispse, Let us sim

plify matters by applying it Lo

Protestant clergymen only with

. mention-of the full name: Rev.

7

used as an ap?osluve Roger+ 7

(or the Rev.) John Jories. There- + '

after, make it Mt. Jones (with last

name alone). Designate priésts
Father, rabbis Rabbi; NEVER =~

refertoapriestora rabbi as Mr.
(24) The use of Mr. is another >

" source of confusion. We do not-

- refer to anyone as {r. with the.

" followlng exceptios: a clergy-
man, as described above;'the -

President of the United Statés;

the subject of an obltuary; apd-*
such deslgnatlons asMr.and Mrs.:
Richard R

Whetheﬁhedeslgnalionm is - ‘

used in the Daily Trojen, or.’
whether women are referred to

E]

A
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. to the dlscretion of the teditor
*+ . (25) Names of months are

abbreviated when dates are .

glven, BUT NOT OTHERWISE: |
Dec. 24, 1964; but last December
we wenit, .. (NOT last Dec. we’
.went...), Do not abbreviate
March, April, May, June, orJuly
Do not give the current year in
a date unless a distlncuon is
necessary, .
" (28) Days of the wéek are not’
' abbreviated in ordinary text or,
7 headlines: next Wednesdny, no\
Lo next Wed.

' t’uncmauon

(27) This'section will deal only
with a few points that cause
recurrent trouble. General prin.

-

clples of punctuation are:

. expounded at length in Perrin’s
* Writer's Guide and Index to Eng-
lish, a book in the, Journalism
Library.
(28) Quotation marks go- out
.stde periods and commas, and
" Inside colons and semicolons.,
“This is a matter,ol' American
printing praptlce ‘British prac-
.~ tiee puts the quotes inside
" periods and-commas,

" runs [nto miore than one para-

graph,!eave quotes off the ends - .

ol'a]l paragraphs exceptthe last,

o .but begin'eact succeeding

~paragraph with tation

‘marks. (This apphesqgo to the

use of parentheseés in éxtended
parenthetical material)

- {30) Use quotanon marks

‘around :
" Direct quotations (the exact

- of speeches or lectures or pro-
7 grams. Use talies (indicated by
~underlining) for.titles of books,
< movles, TV programs, plays,
‘poems, musicdl compositions,
periodicals, and foreign words, -
. Usmg1talicscorrectlywilhthe
ﬁames ol‘elassical composlttons
Q ’

Provided by Exic I8

(29) When quoted material -

: fwords of the spéaker), and titles

-
P .

{satricky business,and requires

some acquaintance with music.

o oot itallicize Beethoven’'s
Symphon‘y No.5(there are many
symphonies, as there are many

" string.quartets, sonata§ concer-
tog, and other standard forms).

. 1fin doubt, call up someone who
knows; in this case, someone in -

' the School of Music.

(31) Excessive usg ofquotationv
marks is one of the worst vices
«of journalistic writing. Don't

apologize for slang or for col-

loquialisms by putting'quotes -
"~ around them; if the terms fit the -,
context or suit the needs of the - * -

story, use them without apology.

(32) Avoid the so-called frage )

mentary qiote; that {s, quoting .
, @ word or two of what a speaker
has said. Do not put single words
in quotatjon marks as:direct
quotes; there is no way for the.
reader to tell whether the quote _
1s direct brapologetic, Whenyou
.- quote someone in a story, even
fragmentarily, do sé at least to
the extent of a half-dozen “ords
or more, and preferably in a
..complete sentence.
(33) Direct quotations add
_ interest lo'a story, but do not
" .quote just for thé sake of quot- .
ing. That is, be certain that what

3

. 4 isquoted hassome special inter- - -

est. It is stupid, for example, to

directly quote someone on the ' .."

.~ timewhenameetingwill beheld .

or some other commdnplace
fact. Use indirect quotation and
attribution fnstead. - .

8

o L
Pashes and Hyphens |

s (33) The dash is formed on the

typewriter by slriking the
hyphen-twice: -

separates, the hyphen joins, I
you do not know the difference
- . between thejhyphen and the -

]

LS

.The dash -
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dash, learnt. The commion error
is to misusd the hyphen fof the -

dash, especially in headlines,
(35) Many comnon prefixes

" - and suffiXes are'not hyphenated.

This question can be solved by

consulting the dicllonary Qo

this before jamming in an

. unhnecessary hyphen. -
{36) The following prefixes are

set 'solid (ho hyphen):

* a,ante, antl, Bi, by, co, counter,

, down, electro, extra, hydro,

hyper, in, infra, mal, mid, multi,
" non, out, over, pan, post, pre, re,

" §eml, sesqui, sub, super;’supra,

trans; tri, ultra
.. (There i5a unlfoa‘

nder, up,

‘an ordinarily solid prefix: non.
Comimunist, post-Victorian.)
- {3D Thefollowlng prefixes aré
hyphenated:* : PN

all-, exy no-, off-, self-, vice-.

. (38) Th t‘ollowlng suffixes are °
ceosolldis Ll L, '

- down, fold, goer, iess, Iike
over; wide, wise.

(39) The following sul‘ﬁxes are. .

hyphenated
. ~designate, -elect, in
-oﬁ‘ .om, -to, -up. -

7. (4 The hyphens ate wréng in -
such constructions as “The

bulflding costslzmilllon” 1'The
boy was 12-years'old.” But: “A
oo $12¢4million building"
< year-old boy.” ‘Make it from 2 to
4 p.m. (not from*2:4 p.m.); but

o 4. Apn‘l &Q(thatis, April 6 through

L Numbers

s (41)L¥eptasnotedbe!ow, use -
figures for the numbers 10 and .
larger; spell ouf smaller num-
. bers, both cardinals and &idi-
nals, Numbers combined with

" fractions (5%, 9%) are always
_given in ﬁgures, regavdless of

exceptio)n .
when & capitalized'word follows

.. oF percent,

—"Odd,m

A 12, -

S

use, street, and phope num-
bers are  always glven in figures,
regardless of size. If two num-

bers In d sentence cross the di. - =

viding line {e.g., 8 or 10) use fig-
ures for both. These rules do not
apply to headlines, where fig-

- ures and words ‘may be Intet-

changed freely to make lines fit.

, size, and this Is true also of de- -
{n?ais 7.3, 2.84. Scores, votes,
h

Never start a sentence with a°

figure, regardless ‘of its size;

spell it out (Sixty-six students’

will...).Ifthe ﬁgurelslarge. use
- some such device as A total of
‘880 students-.,

and sixty students")

.'* (rather than..
L. “9603tudents“ r"Ninehuhdred' )

(42) Rotind off large sums of ‘

. mongy inthis f shidn: $2 billion,
$18,millian, D

not combine . .

_words and figures for numbers
" below thé milllon mark: 400,000, -

. *thousand. Use the percent sym-

. 30,000, NOT 400 thousand, 30 .

bol (%) in preference tg per cent

and time of day'in this style: $10,

tlive sums of money

50 cents, 9 a.im. (NOT $10.00, $.50,

9:00 a.m.). Make-it 8 p.m. today

{nottonighs, whichis redundant) - i

oraté8 tomght *

(43) Use the colma with four SRR
digit numbers and latger: 1275; L

(not 1375) .

Spellmb R EEEE

(44) There is only one prlncl

: pletoapplytdspelllng,and that
is; Either you are absolutely ¢et- -

tain a word is correctly spelled, = .
OR YOU LOOK IT UP: Nothing ' *

casts discredit on a newspaper ;

like missp2lifgs, Tnz quality.of .-
*writing, the enterprisein report-

ing, the artistic sense and news

judgment shown in makeup all. ., -

go for nothing if the paper con- ;
tains misspelled word_s, which .

>

~ - - h S




*strike the reader as an indica-
tion of Ignorance in general, . -
(45) Spelling is the résponsk

bility of the' reporter in the first
instance, but-it should be
checked all along the line; par-
. ticularly names and words thal
are unusual. A reporter should |
" never take down a name, cven .
the commonest with‘out,asklnz
how it is spelled}There are vari-
] ling some of
: Kathering,
Kathryn, Catherine;N\Ann, Anne;
Linda, Lynda. Avoid reférring t
people by nicknames or clipped
*forms: Mike, Al.
(46) Names of the me mbers of
the staff of the university MUST
BE CHECKED in the Campus.
Directory, the red-bound phone
_ Bookacopyofwhichis,ava_ﬂab!g1
¢ 1ip the city room. Some names’
that frequently appear give spe- \
o eltal trouble: '
:-X/ .Dr. Totlon J. Anderson (NOT *
w .+ Totten).-
v+ Dr. Rufus () voh hlélnSm_id
' (preciskly in this form).
Dr."Carl Q. Christol (NOT Cris-
o tob), T ‘
v br. Edward N ]‘O'Neil (NOT i
O'Neill). ;
.Dean Joan Schaefer (NOT,
Schaeffer, Schaffer, Shaffer).
Childs (NOT Child's) Way.
Sen. Fulbright - (NOT
Fullbright). , o
NEVER allow a name to ' .
appear wilth one initial (J: -
Doakes); use full first name
(John Doakes), first name and )
2 . middle initial (John W. Doakes), -
three full names (John Wilson
, Doakes) or two initials (J.W.
Doakes). The form chosen,
should bethat used by the owner

of the name.

) In general, delete-middle m‘r ”\\
fals and middle names from the
_names of students as given in

o

1
'«

y .

press relea¥es and the like, but
not from the names of nonstu- -
dents. Names of university staffl,
members should follow the
{orms given in the Cam'p\;s Di-
rectory.

‘the University Senate is no
longer In existence; it'has been
superseded by 'thé FACULTY
SENATE.It's the School >f Jour-
nalism, NQT Journalism De-
.. partment,

M Name of stutlents should

"be checked in the student direc-

" lory or the bound books of IBM

registration sheets that are
readily avaitable in the office of
the vice president of student!
affairs In the Student Unlon.

(48) Be certain titles of staff
membei‘s are correctly given.-
"Students should generatly be

identified by class and major .

‘Joseph Blow, economics
senior).

“n T a{heé'klng of spelling, =

especlally of unusual names or
terms, should extend all.the way
to proofreading. b

(50) In general, we use tradi-
tional or tonventional spellings
when there is a choicé: cigarette
(not cigaret), employee (not
employe). Make It theater in
‘genzralreferences; but Stop Gap
Theatre..

(51) Alumnus is male, aIunma
and alumnae (ptural) are female,

Usq alumni for males or for a
mi:&Qéroup v
(52) Misspellings and Confu-

sions,

The following list of mlsspell-
ed and confused words should
be mastered. The brief defini-
“tlons.given Liere are Intended to
‘itlustrate distinctions, not to
substitute for the fuller exposi
tion in a dictionary.

accept except. To accept is w

Al
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* receive

1 -
{"accept an ap-

pointment'); to except is to
exclude (‘freshmen were

=} excepted from the rule”).

gceommodatc (not agcornio-
date) -

© achieve (not achewe) ,
'

adviser (prefcrrcd ;pcllm;,,
not ndvisor).

allect. Often tonlused with
effegt. Affect is always a verb,
eu‘cpt {or 3 specialized use as
a noun in psychology that is
tarely found in writing aimed at
a general audience. Affect, then,

- means to infyeente; “the moon

affects lovers Effect, as a verb,
means to accomplish: “effect a
compromise; effect a solution”
Effect as a noun means influence,
result: “‘the scolding had no
effecton him;the effect was con,

»

“fusion.’t Never affect in this ton-

nection, 4
- allége (not aljedge).

all right (not alright; though
this form is now recognized by
Webster I, the two-word form

greatly predominatesand isthus

still preferable).

Aanoint (not annoint).

asipine (not assinine) though
uss (donkey jackass, blockhead)
and asirine are related.

" asfar as. Requires completion
~by is concerned or goes; “as far

~as the money is concerned.” »

E

barbiiurate tnot barbituate.

bass. The musical term: bass
viol, bass part. Often coffused
with* base, wmeaning low,
depraved: base conduct.

+ boundary (not boundry).

calendar (not calender). ,\3

i‘agi!all capilol. The capilat is

the city {"'The capital of Califor..
nia is Sacramenlo"); the capitol
is the building ¢‘thedome of the
capitol™).

chaise longug (not chaise

O

RIC

JAFuiToxt provided by ERIC

Iauug‘e.,though this form is rec.
ognized by some dictionaries.
Chaise longue was oiiginally
¥rench for long chair)

t_ghg_m; See cords, chords.

te. Sec sight,
ompliment, complement. To

compliment 15 To praise. ("He,
complimented me on my French
accent.”).To complement is to
coniplete or fill out, (“The tan
sweater complemented heér out-
fit").

congratulate, Invariably mis-
pronounced congradulate, for
some mysterious reason, over
the air,and therefore sometimes
thus misspelted.

consensus. Usually misspel-,
ted concensus,

cords, chords. Most oncn con-

fised In the expression vocal

cords (not chords, the musical .
term for a harmonious pattern‘

of fones). .
ggu!dn;garg less. The l‘orm of
the expression, long since a
cliche; could care!ess reverses ts

sense.
dairy. A place where 'milk is

processed; often confused with

diary,.a personal record of daily
doings.

develop (not develope, though
Webster 11 recognizes this var-
iant). ™~
diminution (not diminition, an
érror prompted by the influ.
ence, apparently, ordlmimsh) or
dimunition.

dispel (not dispell).

cestasy (not ecstacy). S

effecl, See affect. S

gxeel (not excell). ~

excepl . See accept, exrcept.

evcﬁl'laragg not exhilirate).

existence (Mot existance; also
eristent, nonristent).

exorbitant (not exhorbztant)

P-Sase oAl Y

Lextol (not exphld).

2
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m_mm (not exhuberant).

fictitious (not ficticious).

 [irst come... The expressionis < -

“firs{ come, first served"; not
“first come, firstserve,” whichis
meaningless, o
flaunt. Often confused with
Jlout, To flaunt is to display
-ostentatiously. ("He flaunted his
learning'). To flout is to defy.
(*He flouted the law by speed-
ing").
ﬂuorggggn] (not flourescent;
the wor 3 del*qvcd from
fluorine). . :
- grammar (nol grammer).
~grisly. Often confused with
. grizzly. Grisly means horrible:

“Ihe dead were a grisly sight.” -

Grizzly is an adjective meaning
gray, though the usual form is
grizzied. '

" harass (not hayprass).

Eeigﬁt (not heighth, ‘an error
that is probably traceable to
nispronunciation),

hoard, horde. Sometimes con-
fused. A hoard is a hjdden sup-
ply or something stored up (“a
hoard of gold"); as a verb, the
word means to make such an
accumulation. A horde is a

throng or swarm (“*a horde of
inseels”). .

hypocrisy (nol hypocracy).

idiosyncrasy (not idiosyncra-
€y

To Imply is to suggest, hint at:
(“He implied we were dishon-
ests) To infer is to draw a con-
. clusion: {"We inferred that he
did not trust us.”’) Unly the

speaker can imply, only the

hearer can infer.

as).

infer. See imply, infer.

inoculate (not innoculate).
nterfered (not interferred).

irregardless. Generally consi- ~

dered an-error for regardless,
't.?"d'h recognized by Webster

EMC P ' o

B A riext Provided by ERC

imply, infer. Often confused.

inasmuch as (not in as much

| ter LI,

U, it's. Perhaps the common-
est, as well as the most ignorant
of confuslons. Its means belong-
ing to it. ("The cal was licking its
fur”). It’s i's the, contraction for
itiis ("It's & fine day™).

judg(ment (preferred spe’l]iné;
not judgententy. .

kick off, A wornout ‘stereot’ype
. for begin, open. Leave it to foot.
ball, ‘ : -
Jay. Past tense of lie (“"We lay
on the grass”—not laid).
lead; led, Lead (pronounced
feed) iz a verb meaning conduct,

direct ("Lead me lo your taka":’-\

“Leac us nbt into temptation”);
( @s a noun (pronounced led), it is
the fianie of & metal. Led is the
pasttegse of lead, the verb (*Led
out of the darkness”). Thus the
past of mislead is misled, ’
“legitimate (not legitainate).
lialson (not liason).
libel, liable, There 1s no
excuse iac-rjournalisls to confuse '
these terms. Liable meanssubject
"to: (“He was liable'to arrest").
Libe! is (he basis of suit for
defamation,
marshal (not marshail, though
this form is recognized by Webs-

medja, The plural of medium,
thus, the media are (not is). There
is no such word as medias. "A
medium of communication’;
“All media were represented.”
mermento (not montento).
mislead, misled. See lead, led.
missile (not missie).

/

nickel (not nickle, though this 4

11D,
occasioninot occassion).
osciilate, Often conl}lsed with
osculate. To oscillate is to moye
to and fro; a fan may oscillate.
To osculate is to kiss:

Philippines (not Phillippines).

form is retognized by Webster

pore, pout. Often confused. To

®
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‘pore (over) 1is to ‘examlhe
- studlously; one may pore over a
book. To pour is to tip out of a

container (“Pour the water from

the gjtcher).

recede. Often confused with -
proceea To precede is to go

“ahead of:(“The bishop precedes
the priests™). To proceed is to go
forward: *Let us proceed".
There is no such word as procede
or preceed. : ’

rincipal, principie. Principal,

.as an a?ﬁectiv‘e, means leading,

chief (“the principa} reason”); as

" a noun, it means a chief figure

» (“the p;inclpal of a school"} or
_a suth of money on whlch inter.
est is calculqted(“princlpal and
lnterest") Principle is a noun
meaning ageneral or fundamen-
tal truth or a rule of conduct.

(**He uttered a prophecy’’).
Prophesy (rhymes withsigh) isthe
verb; (““They prophesy rain”).
quandary (not quandry).
recelve (not recieve).
refute, To refute an argument
is to demolish it, not merely to

rebut or contradict it.
reign, rein. Often confused. A

reignis a period of rule (“Queen -
Victoria's relgn was a peaceful .

_and prosperous era”). A rein is

.a line used to control a horse...

The confusion ofteniest arises in
th'e expression free rein (not
‘reign).
renown (not reknown).
resistance (not resistence).

"/

't

privilege (not priviledge). /\
. prophecy, prophesy, Prophecy/

(rEymes with see) 1s the noun’

/

" th

. site.

!

rhythm (riot rythm),
Eoie‘,‘rgl!. Often confuged. A

"rplé s a part that is played.("He

took the roie of Scrooge™), A roll
list, in the sense oftenest

" confused: welfare rolls, not roles.
Lcrnegious (not sacreligious). -

Yo

bparate (not seperate; one of
commonest of errors). i
slege (not seige).

sight. Often confused with cite,
Asight issomething seen("a
grisly sight™). To cite means to/
summon, quote (“He was citecf
l‘o;t speeding; The professor
ci}ed Shakespeare”). A site’ s a
lpcatlon (**{he site of the build-

oo

/ng") ’
- similar (not stmular)”

specles. Often confused with
specle.. A species is a specific
classification of animal: the
kuman species, Specie is coln’

‘(“payment in gpecie”).

stationary,itationery Station»

.ory means standing still ("“a

stationary engine”). Stationery Is
writing paper (‘'pink and blue
stationery")

statue. A sculpted image;
sometimes confused with
statute, a law. .

superSede (notsumrirg'

viscous, vicipus. viscows means .
nm readily; oil is vis-
cous. Vicious means de'praved,,
immorual.

weird (not wierd).

who's, whose. Who's is the con-

»
*

*

YN

traction for who is; whose means -

belonging to whom (**Who's in

charge here?"”; “The rose whose

bloom has fled"). .

[t
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_Numbera in parentheses refer to pafagraphs in the Stylebook beglnnlng on page ;.

}other numbers refer to pages throughout Itallclzed entries refer to words as such.
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‘ lbbtevlations(w(%)zo 29, 32, 3335 Sooup s¥‘ y N 32
., buildings (1D 34 - censorship ‘ j 2
colned (13) o ” 3 changes, unnecessary 19
- degrees (8). * 32 - ¢ characterization 1013, 12
.. headlines ‘ ’ 20 checking copy P 18
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as far as (52) 38 cogy r er 17, 24
asinine (82) 38 17
. agsoctation, dssn. (19) 34 co% reading 1, 2 13, 16, 1728
altendance, urging 20 . Wy, 38
aurlbu ion 10-12, 20 corporaticm, Corp. (19) 34
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in quotation 11 corrections L 18, 29
_ inappropriate 12 couldn’t care less (52) 38
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barbiturate (52) 37 13
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gol“’& Students Union (10] 33.’83
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use of , . 54 W 3 3538 -
. dale book o §°
Calendar 62 \ 38 . dates 15, 28
, £18) - 34 checking of ‘ 28
Cald'orma Institute of days of the week 15,2, 35 .
Technology, Callech (lO) 33 decks , 21
capital, capitor’ - 38 degrees, academic (8), (18) 32, 34
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. anonymous attributions < 23

Democratic, demacmt:c (ll) .33
dﬂ‘NOP (52) . 38 double-checking 20
diary (62) | 38 names in 23-24
. dictionaries i | rejected - - 19
dictionaries, gocket 18 - tests for ) -19
dnmmuuon (52) 38 uniform count 22-23 -
dxlp heria (52) 38 “height (52) ) 38
ect address . 26 hoatd, horde (52) .. 3839
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25,33 hyphenation (35)<40) 89,
shortening of .25, hypocrisy (52} 39
discipline 2
dispel (52) 38 N
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DT (0 32 . order of 21
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editorials 34 _ initials (40) , 13, 87
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o .9, interfered (52) © 39
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